
 

 

 

 

CAREER PROFILES 
 

Purchasing and inventory control workers: 

Purchasing and Inventory Control Workers process purchasing transactions and maintain 

inventories of materials, equipment and stock. 

 

Wage/Salary Information: 

$35,377.98 is the median annual salary found locally. 

$17.01/hour is the median wage reported locally. 

 

Commonly Listed Skills in Job Postings:

 Forklifts 

 Detail oriented 

 Oral and written communication 

 Team player 

 Microsoft Office 

 Inventory control 

 Dependability 

 Integrity 

 Organizational skills 

 Work independently 

 Material Handling 

 Freight+ 

 Self-motivated 

 Basic computer skills 

 Lift trucks

 

Job Duties: 

Purchasing Control Workers review requisition orders for accuracy and verify that materials, 
equipment and stock are not available from current inventories. Purchasing Control Workers 
source and obtain price quotations from catalogues and suppliers and prepare purchase orders 
and calculate cost of orders and charge or forward invoices to appropriate accounts. They 
process purchases within purchasing authority and contact suppliers to schedule deliveries and 
to resolve shortages, missed deliveries and other problems. Purchasing Control Workers also 
prepare and maintain purchasing files, reports and price lists. 

Inventory Control Workers monitor inventory levels as materials, equipment and stock are 
issued, transferred within an establishment or sold to the public using manual or computerized 



inventory systems and compile inventory reports, recording the quantity, type and value of 
materials, equipment and stock on hand, using manual or computerized inventory systems. 
Inventory Control Workers prepare requisition orders to replenish materials, equipment and 
stock and maintain stock rotation and dispose of and account for outdated stock. They enter 
data for production scheduling, stock replenishment/relocation and inventory adjustments. 
Inventory control workers also reconcile physical inventories with computer counts. 

 

Working Conditions: 

Work is typically performed in a structured environment, such as an office. 

 

Career Pathways: 

The duties of Purchasing and Inventory Clerks may overlap in some establishments. 
Progression to supervisory positions or more senior occupations such as Purchasing Agent or 
Retail Buyer is possible with additional training or experience. 

Purchasing and Inventory Control Workers are employed by retail and wholesale 
establishments, manufacturing companies, government agencies and other establishments. 
Below are potential career pathways for Purchasing and Inventory Control Workers: 

 Inventory Analyst 

 Inventory Clerk 

 Inventory Control Clerk 

 Inventory Planner 

 Procurement Clerk 

 Purchasing Clerk 

 Purchasing Clerk Assistant 

 

Check out more possible career pathways on WEexplore. 

 

Education and Training Pathways: 

There is currently no formal post-secondary training program for this career. Employers may 

provide on the job training to teach the skills and competencies needed for the job. 

Completion of secondary school is usually required. 

 

Disclaimer: The educational institution reserves the right to change information without notice, 

and may result in discrepancies between their information and the information presented above.  

If any errors are found, please report them to info@workforcewindsoressex.com. 

https://www.workforcewindsoressex.com/weexplore/
mailto:info@workforcewindsoressex.com

