Stockroom Clerk/Tooling Custodian
Job #530
Pay range: $19 –$16/hour


Description:

Photo-Sonics, Inc. is an international leader in state-of-the art optical tracking systems in Chatsworth and has an immediate opening for a Stockroom Clerk. We’re seeking a multi-disciplinary candidate who is self-motivated and is able to set and meet goals.  
The Stockroom Clerk supports manufacturing operations by accurately receiving, storing, issuing, and maintaining inventory of components, materials, and tooling in a controlled environment. This position requires adherence to strict quality and regulatory standards, including AS9100, ITAR, ESD, and FOD procedures. The clerk ensures materials are handled and documented in accordance with compliance requirements, supporting both operational efficiency and audit readiness.
Employees will be expected to assist in other departments and perform additional duties, tasks, and responsibilities as assigned.
Responsibilities include but not limited to:
· Receive, inspect, and verify incoming materials and components against purchase orders and packing slips.
· Handle and store inventory in compliance with ESD (Electrostatic Discharge) and FOD (Foreign Object Debris) protocols.
· Maintain accurate records of all inventory transactions in the ERP system.
· Issue parts and materials to production in accordance with work orders and BOM requirements.
· Ensure inventory is stored and labeled properly to maintain traceability and ITAR control, where applicable.
· Assist with regular cycle counts, physical inventories, and inventory discrepancy investigations.
· Support AS9100 quality system compliance through accurate documentation, lot control, and adherence to written procedures.
· Collaborate with Purchasing, Quality Assurance, and Production to resolve material issues.
· Maintain clean, organized stockroom and tool crib areas that support lean manufacturing and 5S initiatives.
· Participate in audits and continuous improvement activities as needed.
· Check tools in and out to employees and ensure their return in good condition.
· Keep the tool crib clean, organized, and well-stocked, in compliance with safety and workplace standards.
· Perform copying and other administrative tasks as assigned.

Collaboration and Communication
· Communicate effectively with team members and supervisors, reporting progress and any issues encountered.
· Communicate the status of repairs and tooling issues with the direct supervisor.
Flexibility
· Ability to work flexible shifts and adapt to changing work schedules.
· Must be available for overtime as required.
Requirements:
Education: 
· High School Diploma.

Skills:
· Forklift and pallet jack certified or willingness to become certified upon hire

Experience:
· Minimum 2 years of stockroom, inventory, or material handling experience in a regulated manufacturing environment.
· Experience handling machine shop tooling and managing tool calibration schedules.
· Basic understanding of blueprints and machining drawings.
· Experience with inventory systems (e.g., Oracle, SAP, Microsoft Dynamics/Navision preferred).
· Strong attention to detail, organizational skills, and ability to follow procedures precisely.
· Experience in an AS9100 or ISO 9001 certified facility.
· Familiarity with shelf-life and Lot control practices.
· Basic understanding of Quality Assurance documentation and inspection processes.

Physical Requirements include: 
· Ability to stand for long periods of time.
· Repetitive hand motions.
· Ability to lift up to 50 lbs.
· Must be able to crouch, bend, walk, and climb stairs.

