
 

 

Statement on the Co-operative Identity and Seven Principles 

Career Opportunity 
Title IMF Officer  (Inventory Master File) 

Department/Division Merchandising Services/Merchandising & Logistics  

Salary $3,682- 4,332/month 

Location Home Office - 1645 Inkster Blvd, Winnipeg 

Other Permanent, full time, unionized 

  

Benefits of working at Arctic Co-ops include: 

 a competitive salary,  

 annual vacation (accrue 3 weeks of paid vacation time in first year),  

 employer-matched pension plan,  

 comprehensive group benefits plan,  

 career development opportunities,  

 annual performance plans,  

 and an environment where employees are encouraged, supported and 
recognized. 

 

Position Summary 

Working in close co-operation with the members of the Merchandising Services Department, Arctic Co-
operatives personnel and the Member Co-operatives, the IMF Officer is responsible for the data 
integrity of our items, templates, suppliers and customers in our system. This position is instrumental in 
ensuring continual support to our Member Co-operatives for ordering efficiency and service excellence.  

 

Duties and Responsibilities 

 Verify the Inventory Master File information is accurate for the efficient and accurate transmission 
of electronic orders by the Co-ops.  

 While working with members of Merchandising Services and/or suppliers, will make the necessary 
changes to ensure accuracy within the database.  

 Update and maintain supplier product files in the system. This includes addition of new items, 
deletion of old items that are no longer available and verification of weights.  

 Update and communicate with Co-ops on price changes reports and any new added items in the 
system.  

 Update and maintain ordering templates. 

 Generate and analyze commodity trend reporting including commodity pricing and top seller 
reports.  

 Generate reports for annual budget and resupply processes to assist the Merchandising Services, 
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Member Management Services, and Co-op Management teams in making buying decisions for the 
upcoming season/year.   

 Create and submit orders to suppliers for the annual Trade Show and Resupply timeframes.  

 Orientate and train Co-op Management and Arctic Co-op staff on the ordering system and its 
capabilities.  

 Generating volume reports to assist in developing/updating planograms with the appropriate 
product mix tailored for the communities we service.  

  

Qualifications 

 A minimum of 5 years experience in the retail food industry with a strong emphasis on grocery 
merchandising and marketing.  Wholesale experience would be an asset. 

 Able to work in a multi tasking, fast paced environment. 

 Specific knowledge, training, and experience in several grocery categories.  

 Clear understanding of grocery case quantity vs inner pack sizes as well as displayer contents to 
ensure accurate item set up. 

 SKU rationalization, plan-o-gramming, and merchandising for effective stock turns and profitability is 
an asset.  

 Strong written and oral communication and interpersonal skills are required. A proven team player 
and leader. 

 Strong analytical skills for report building.  

 Proficiency with Microsoft Word and Excel. Knowledge in Microsoft Access is an asset.  

 Willing and able to travel as required to remote Arctic communities for new store setups and 
reprofiling.  

 Includes physical ability to lift, bend, etc…merchandise weighing up to 20-25 lbs for period of time.  

 

We'd love for you to join us! 

Applications accepted via email to Human Resources or by fax 204-632-8575 

For more information you can visit our website and follow us on LinkedIn 
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