Co-Op Inventory Coordinator
Position Overview
The inventory coordinator is responsible for keeping the coffee shop stocked with locally made and/or fair trade goods, such as coffee, milk, tea and chai.  

Responsibilities
1. At the beginning of each semester, the inventory coordinator should take stock of what we have in the inventory cabinet/freezer left over from the previous semester.  Based on this information, they should reorder more products (chai concentrate, coffee/tea filters, to-go cups/lids etc) as needed.  Coffee and (especially) milk should be ordered so that they arrive before the Co-Op opens for the semester.  

2. On a weekly basis you should check the inventory cabinet and the refrigerator/freezer to see if anything needs to be reordered.  You will be ordering coffee and milk most often.  Ordering them is not a science; it takes a little while to see how long they will last.  Keep in mind that coffee is delivered to us only on Tuesdays, whereas milk can either be delivered on Mondays or Thursdays.  

3. Products other than coffee and milk, such as chai concentrate and to-go cups, are ordered much less frequently, probably once a semester.   

Tips
1. Think ahead! It’s no good when there is no coffee/milk/desired product in the Co-Op.  Always remember to check the inventory on a regular basis and order more of needed product before we run out.  

2. Ask for help! If you are particularly busy or stressed out on school, other coordinators (coffee shop and trade specifically) can help you order products when needed.  

3. The Co-Op product guide will be your bible; it contains (almost) all of the products we carry and how to get in touch with the companies/distributors that we order from.  
