
 

Inventory Control Coordinator 

Superior Foods Companies is seeking talented people to join our team! Our ideal candidate is 

progressive, innovative and customer-focused. We seek recent college grads or experienced 

candidates with a background in and a passion for delivering quality products with exceptional 

service while supporting community involvement efforts and sustainability. 

 

For this opportunity we are looking for a motivated and driven individual to strengthen our 

Operations Team as an Inventory Control Coordinator. 

 

Who We Are: Superior Foods Company is a global manufacturer, supplier and distributor of 

high-quality frozen fruits, vegetables and grains to the retail, food service and industrial food 

markets. We are a leader in product innovation, offshore diversification as well as social 

responsibility. Our customers are the top-tier retail, industrial and foodservice sectors of the 

frozen industry. 

 

We are engaged in social responsibility programs internationally, and we maintain rigorous 

quality assurance and food safety programs. Our corporate vision is clear: To be the leading 

supplier to the retail and foodservice private brand marketplace, as well as supplier of ingredients 

for the food manufacturing industry; To create profitable sustainability and promote a culture 

where the industry wants to do business and where people want to work. 

POSITION SUMMARY: Assists in the daily operations of Superior Foods, working and coordinating the 

purchase orders, sales memos, transfers for an accurate inventory, as well as ensuring foreign to foreign 

orders are accurately processed from departure to delivery point.  Responsible for inventory 

replenishment & reconciliation, sample inventory management, creating reports and code, and trouble 

shooting. 

 Purchase order updates (receipt allotting, allocation, pricing, filing, validate, update)  

 Sales memos updates  (confirming, lotting, confirming, update, invoice) 

 Maintain registers for sales orders, purchase orders, transfers, etc 

 Transfer updates (receipt, lotting, allotting, pricing, filing, validate, update) 

 Run inventory report (reconcile FDA, inventory per warehouse, etc.) 

 Send inventory reports to Account Managers, Business Managers & Sales Executives  

 Pick up samples from inventory  

 Samples inventory and update spreadsheet  

 Create POs, Adjust ship date base on the movements, plan the shipping schedule 

 Inventory Replenishment and update IR sheet 

 Converting CUSTOMER orders, fixing mislot and short/over invoices issues for all customers 

 Collecting all month end reports from all warehouse/file/print out 

 Format the ME reconciliation spreadsheet once it is ready and fill out the quantity from the report 



 Checking, finding out and fixing the variances 

 Taking sample requests order and arrange the “pick up” or “drop off “ 

 Prepares QA reports 

 Monitor the samples coming from ocean containers and arrange to move to the warehouse 

 Summary report – monthly and quarterly. Calculate the all landing cost and sales prices with 
margin 

Knowledge, Skills and Abilities: 

 1-3 years recent experience in an Inventory-related or accounting position 

 AA/BA and/or certificate in business or accounting preferred 

 Above average skills in Microsoft Office Software (i.e. Excel, Word, Outlook, Access) 

 Must enjoy working with numbers.  Detail-oriented, dependable, flexible, team-player 

 Must possess excellent communication skills, great attitude, excellent work ethic and 

demeanor with exceptional organizational skills; and be a team-player with a can-do 

attitude.   

  

What we offer: Superior Foods Companies offers more than 34 years of strength through 

diversification allowing the Company to be the most consistent cost-competitive producer of a 

full line of frozen vegetables and fruits in the world. Our global, culturally diverse staff of 600 is 

committed to helping our customers achieve their business goals. We are vertically integrated 

with broad and diversified production and supply capability. Through innovation, we continually 

evolve and improve our customers' market position. Superior Foods Companies' vision is clear: 

To be the leading supplier to the retail and food service private brand marketplace, as well as the 

supplier of ingredients for the food manufacturing industry; to create profitable sustainability and 

promote a culture where the industry wants to do business. We offer a work culture where we 

connect quality of work with quality of life and promote the RITE behaviors; Respect, Inclusion, 

Trust, and Empowerment. To learn more about us and our values, click on: 

www.superiorfoods.com 

 

To Apply: After careful consideration of the above responsibilities and requirements if you are 

interested and qualified, send your resume along with a cover letter explaining 

1) why you are interested; 2) what makes you qualified; and 3) include your salary requirements 

to jobs@superiorfoods.com using ICC/Craigslist in subject line. If you are selected for 

consideration you will be contacted within two weeks to schedule a phone screen. No phone calls 

or third party recruiters please. 

 


