POSITION DESCRIPTION
 PX/BX SUPPLY OFFICER
(As of May 12, 2008)

(Administrative Change July 21, 2011)

The PX/BX Supply Officer is required to operate the organization’s PX/BX facility. This entails taking orders, packaging and shipping the orders, and accounting for the monies involved.

The PX/BX officer must maintain the PX/BX inventory.  He/she must maintain the quantity of each item remaining in the inventory and order more items as necessary.

Item Name

Item sales price (also value when computing inventory value for financial statements).

Number on hand

Color

Size

Item cost

Item source

Number on order

Order cost total, less mailing

Total Inventory Value

He/she must also transport (by personal vehicle or commercial shipping) inventory items to the annual conventions for sale to attendees.  He/she is responsible for sales money and for obtaining volunteers to staff the PX/BX at conventions, and to schedule the volunteer’s duty periods.

The PX/BX officer is responsible for resolving any problems with customers’ orders; returns of wrong sizes, incorrect items delivered, or missing shipments.

Perform other similar duties as required or requested

Expenses normally incurred by this position are:


Mailing costs to send quarterly statements to BOD members (stamps)


Office supplies, printer cartridges, paper, envelopes, computer storage 

            media.


PX shipping costs


PX inventory replenishment cost


Office/computer equipment as required and approved by the BOD
APPROVED:    Stanley J. Phillips

                           Executive Director                                 July 21, 2011                    
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