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[ S5 EI1E / Job Description]

As a Spare Parts and Inventory Administrator, you will support the Maintenance Department at our land-based salmon
farming facility through the administration of the company’s maintenance management system, spare-parts inventory,
purchasing follow-up, and maintenance-related records.

Reporting to the Maintenance Supervisor, you will ensure that equipment information, maintenance history, spare-parts
records, deviations, and technical documentation are accurately maintained in Odoo Maintenance. This position will
contribute directly to equipment reliability, effective maintenance planning, and spare-parts control.

Key Responsibilities
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CMMS Administration

« Administer and maintain Odoo Maintenance, including the equipment register, technical data, preventive and
corrective maintenance records, failure history, repairs, and spare-part replacements.

« Ensure that maintenance activities, equipment interventions, and spare-parts consumption are correctly recorded and
linked to the relevant equipment.

« Support continuous improvements to the CMMS structure, equipment hierarchy, maintenance workflows, and
reporting processes.

Spare Parts and Inventory Management

Maintain accurate spare-parts and maintenance inventory records.

Manage information relating to part numbers, associated equipment, suppliers, stock levels, and storage locations.
Monitor spare-parts availability and support effective inventory control.

Maintain accurate records of spare-parts usage and replacement history.

Purchasing and Supplier Coordination

Coordinate the purchasing and delivery follow-up of spare parts and maintenance materials.
Work closely with Maintenance, Procurement, and external suppliers.

Follow up on outstanding orders, delivery schedules, and maintenance-material requirements.
Maintain organized supplier information and purchasing-related records.

Maintenance Planning and Follow-up

« Support the planning and administration of preventive maintenance schedules, maintenance intervals, notifications,
and work records.

« Administer maintenance deviations and related follow-up actions.

« Ensure that open issues, overdue activities, and corrective actions are properly recorded, monitored, and followed
through to completion.

« Support the Maintenance Department with maintenance planning and administrative follow-up.

Technical Documentation

« Maintain organized technical documentation, including equipment manuals, warranties, supplier information, and
maintenance records.

« Ensure that equipment and maintenance information is accurate, complete, and accessible.

« Support the continuous improvement of documentation and record-management processes.

Employment Conditions

« Location: Mie, Japan

Department: Maintenance

Reporting Line: Maintenance Supervisor

Annual Salary: JPY 4.5 million

Working Schedule: Administrative hours, Monday to Friday
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[ X )l - &% / Skills and Qualifications ]
Essential Requirements

« Diploma or degree in maintenance, engineering, logistics, inventory management, procurement, or another relevant
technical or administrative field.

« Experience in maintenance administration, spare-parts management, inventory control, procurement, or industrial
operations.

« Strong organizational, data-management, and follow-up skills.

« High level of accuracy and attention to detail.

« Good communication skills and the ability to coordinate effectively with Maintenance, Procurement, Operations, and
external suppliers.

« Good computer skills, particularly Excel and system-based information management.

« Ability to maintain accurate records and follow outstanding actions through to completion.

Preferred Experience and Skills

Experience using a CMMS, ERP, or other maintenance-management system.

Experience using Odoo Maintenance or a similar CMMS.

Experience working in an industrial, manufacturing, aquaculture, utilities, or process environment.

Basic understanding of mechanical equipment, electrical systems, instrumentation, pumps, valves, HVAC, water-
treatment equipment, or similar industrial equipment.

Experience in spare-parts purchasing, supplier coordination, or inventory optimization.

« Experience maintaining technical documents, equipment records, or maintenance history.

Ideal Candidate

Is highly organized and able to manage multiple records and follow-up activities accurately.
Demonstrates strong system discipline and attention to detail.

Can coordinate effectively with multiple departments and external suppliers.

Takes ownership of outstanding issues and follows them through to completion.

Can work independently while supporting the wider maintenance team.

Is motivated to improve equipment records, maintenance processes, and spare-parts control.
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