
SOLOMON & COMPANY (ST HELENA) PLC 

 

JOB DESCRIPTION 

 

 

DEPARTMENT:  Finance 

 

POST:    Stock Controller 

 

RESPONSIBLE TO:  Finance Manager 

 

JOB PURPOSE: To provide and maintain an efficient and accurate stock 

control system for the company, including the effective 

processing and monitoring of all relevant documentation 

and reporting. 

 

JOB OUTLINE 

 

 To ensure that good stock control practices are observed throughout the 

Company. 

 

 To manage and supervise staff within the Stock Control Office. 

 

 To check and authorise stock transactions, whilst ensuring effective reporting of 

such. 

 

 To control and maintain the Company’s Stock Control Systems and ensure that 

they are updated accurately. 

 

 To train staff in the use of the company’s Stock Control Systems. 

 

 To ensure that stock allocations to departments are agreed by Managers and to 

the transfers processed through the system. 

 

 To assist Managers/Supervisors in preparing, monitoring and processing of 

information for outdated stock and goods written off.  

 

 To ensure that weekly cycle counts and other stock counts are performed as 

required by management, and pay visits to BOU’s during this process ensuring 

that staff are provided for spot checks as far as it is possible. 

 

 To monitor stock discrepancies and ensure that they are followed up and 

justified by department Managers/Supervisors in a timely manner. 

 



 Provide weekly reports to Management highlighting the value of stock 

discrepancies recorded during stock counts. 

 

 To ensure that goods received are checked, and documentation evidenced by 

Managers/Supervisors and processed through the stock data file accordingly. 

 

 Liaise with Managers in relation to discrepancies of stock received and/or 

damaged stock and ensure that any discrepancies are appropriately recorded. 

 

 Ensure month-end stock valuations for departments are printed and reviewed 

for completeness before timely submission to Finance. 

 

 To liaise with the Senior Creditors Clerk to ensure stock received is reconciled to 

that invoiced and charged to departments correctly.  

 

 Any Other duties as required by Management. 

 

 


