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Our innovative and growing company is looking for a stock. To join our growing
team, please review the list of responsibilities and qualifications.

Responsibilities for stock

e Performs duties of a Replenishment Clerk

» Prepare audit/Assessments

e Reception of IT and non - IT equipment, furniture and other inventory items
e Distribution of equipment to IT Helpdesk and Operations department

¢ Ensuring the initial Inventory entry

» Be part of the inventory / administrative team

e Process of requests for the creation or disbanding of workstations

» Keeping up to date the records of inventory items

e Maintaining and updating employee demographic data in EEO

¢ Process monthly stock grants in EEO

Qualifications for stock

e Proven track record of effectively collaborating with cross-functional groups
(e.g., Finance, Legal, Accounting, Payroll, HR, ) and external legal service
providers with to drive meaningful results

o Experience with traditional stock option plans restricted stock awards (RSAs),
restricted stock units (RSUs) and employee stock purchase plan (ESPP)

e Two plus years of college or technical school highly desirable

¢ A current US Government SECRET Personnel Security Clearance or higher
desired

» 1+ years prior relevant retail experience preferred

e Previous experience in stock warehouse control management preferred



