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SAIPEM has a vacancy for Material Controller 

 

 
 

OBJECTIVE:  

To support the Material Coordinator in managing and optimizing inventory, ensuring timely procurement and distribution 

of materials. Aim to assist in streamlining material flow, maintaining accurate stock records, and contributing to cost-

effective supply chain operations while ensuring efficient coordination across departments to meet organizational goals. 

 

RESPONSIBILITIES AND DUTIES: 

Receiving: 

• Conduct physical counts of incoming materials to ensure accuracy and completeness. 

• Properly mark packages with clear identification, indicating their designated recipient or 

department. 

• Ensure correct allocation of packages to their designated storage areas or recipients based on 

inventory requirements. 

• Update the inventory master list in real time to reflect new arrivals and ensure all records are 

accurate and up-to-date. 

• Properly store materials or packages in accordance with specified requirements 

(manufacturer/project team) 

Introduction 

Job Title: Material Controller 

Business Line: Asset Based Non - Drilling 

Department: Operations 

Requirements 

Qualification: Experience in material handling, inventory management, 

or supply chain roles. 

Knowledge of the English Language: Yes 

Labour Relationship: Permanent Contract 

Years of Experience: Minimum 5 years  

IT Skills: EXCEL, WORD, OUTLOOK, familiarity with common 

MS software. Familiarity and practice operating on PC. 

Soft Skills: Problem-Solving, Teamwork, Flexibility, Communicative 

Nice To Have: Proficiency in ERP systems “Enterprise Resource Planning 

system” (e.g., SAP, Oracle), and warehouse management 

software. 

Location: Georgetown/ Vreed – en - Hoop 
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• Coordinate with suppliers, vendors, and shipping companies to resolve any discrepancies or 

issues with incoming shipments. 

Inventory Management: 

• Assist in maintaining accurate inventory levels by performing periodic counts and reconciling 

discrepancies. 

• Support the Materials Coordinator in managing inventory control systems, ensuring materials are 

stored correctly and accessible when needed. 

• Monitor material usage to ensure inventory levels are consistent with project requirements, 

anticipating future material needs. 

• Report any material shortages, damages, or issues to the Materials Coordinator for corrective 

action. 

Loading & Cargo Operations: 

• Assist in the preparation of materials for loading and dispatch, ensuring all required 

documentation is completed. 

• Coordinate the accurate labeling and packaging of materials for shipment to avoid errors during 

transportation. 

• Support the loading and unloading of materials, ensuring they are safely and efficiently handled 

according to established procedures. 

• Work closely with the Materials Coordinator to ensure loading schedules align with project 

timelines and materials are dispatched promptly. 

Documentation & Record-Keeping: 

• Assist in maintaining all documentation related to material movements, including shipping 

manifests, material receipts, and delivery logs. 

• Ensure all materials received and dispatched are accurately recorded in the system, with proper 

reference numbers and tracking information. 

• Support in compiling regular reports on inventory status, material availability, and movement to 

assist the Materials Coordinator with decision-making. 

Logistics & Coordination: 

• Provide logistical support by tracking incoming and outgoing materials, ensuring timely 

deliveries and pickups. 

• Assist the Materials Coordinator in coordinating with transportation providers for on-time 

deliveries and material dispatches. 

• Communicate with on-site teams to ensure they receive the correct materials as required for the 
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project. 

Safety & Compliance: 

• Ensure that materials are handled and stored in accordance with safety protocols, environmental 

regulations, and company policies. 

• Assist in conducting safety checks of materials during receiving, storing, and dispatching to 

prevent accidents or hazards. 

• Support the Materials Coordinator in conducting audits of inventory and ensuring compliance 

with industry standards and company procedures. 

Continuous Improvement: 

• Assist in identifying opportunities for improving material handling processes, reducing waste, 

and enhancing overall efficiency. 

• Provide feedback to the Materials Coordinator on the effectiveness of current inventory systems 

and logistics processes. 

• Collaborate with the team to implement best practices in material control and storage 

management. 

Team Support and Communication: 

• Collaborate with other departments, including purchasing, warehouse staff, and project teams, to 

ensure smooth material flow. 

• Serve as a point of contact for team members and other departments regarding material 

availability and status. 

 

 

Please send your resume and relevant certification with the subject " Material Controller" to  

saipemgycareers@saipem.com 

 

Please note that the application closing date is January 3rd,2025.  

 

Only shortlisted candidates will be contacted. 
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