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Position:
Purchaser 



 
        Date of Description: March 3, 2011
Reports to:
Department Head of Customer & Supplier Interface      

Position Summary

Under the general direction of the Department Head of Customer & Supplier Interface, while demonstrating commitment to quality, efficiency, sales and growth, the Purchaser is a key member of the customer services team.  The Purchaser ensures the timely procurement of materials, supplies and parts at the best price advantage to the Company while meeting quality and delivery requirements.  Ensures that timely and accurate record keeping of all raw material inventory transactions are maintained, and investigates, follows up on and reports discrepancies; and performs other related duties as assigned.

Duties and Responsibilities

Inventory – Monitors raw material inventory and maintains levels required for production.  Identifies and reports on stale stock or surplus inventory to management.  Processes and facilitates defective product returns. 

Raw Material Inventory - Prepares count sheets and facilitates timely and consistent cycle counts of all raw material inventory.  Identifies, investigates and facilitates resolution of discrepancies and reports these issues to management.  Ensure that all raw material products are assigned to identifiable locations.  Maintain accurate locations in the ERP/MRP system. Plays a key role in the preparation and facilitation of the annual year-end inventory count. Manage inventory issues, schedule changes, and cancellations. 
Procurement – While working with the estimating team facilitates and manages development of formal invitation to bid, RFP’s, RFQ’s and prepares specifications for processing; reviews prior to release.  Researches and develops specifications for assigned contracts and supplies, gathering information from various departments on purchase requests to determine quantity levels best suited for the intended purpose. 

Relations with Suppliers – Develops supplier sources and negotiates purchase orders for the purchasing of materials, supplies and parts at the best price advantage to the company while meeting quality and delivery requirements.  Coordinates updated drawings to ensure current information is available to suppliers and most current revision is being ordered.  Reconciles discrepancies between supplier shipments and obligations.  Interfaces with suppliers to address and resolve quality, delivery and specification problems.  Follows up on supplier non-conformances, enforces corrective action procedures.

Reporting – Initiate and report cost savings recognized, as they occur and when required. 
Ordering Requirements - Responsible for purchasing inventory, and supplies at the best possible price and maintaining stock levels to ensure the inventory turns and fill rate objectives are attainable.  Monitors production and sales ordering requirements and recommends changes when feasible to obtain the overall best value.  Obtains quotes, processes requisitions, prepares and places orders with suppliers within limits of defined authority.  Updates order changes that impact their required service (e.g. delivery changes, quality issues, product changes, etc.).  Ensures on time delivery of material and documentation.  Responsible for purchases within the parameters of the suggested order.  Track production volume and monitor customer demand and purchasing patterns. Schedule and oversee the supply and delivery of material and product. 

Quality – Familiar with ISO 9001 standard and its application.  Ensures suppliers are selected and maintained to deliver quality products.  Ensures all quality issues of incoming product are processed on a timely basis. Resolves product concerns.  

Administrative – Generates purchase orders to suppliers. Develops bidder lists.  Maintains accurate, reliable and up-to-date information in database (e.g. stock files, location codes, manual codes, min-max flags pricing, part numbers, descriptions, lead time, quantity breaks, etc.).  Ensures proper maintenance of all records and files (e.g. supplier files, orders, change orders, receiving items, etc.).  Reviews purchasing publications, articles and all other available sources to remain knowledgeable of the latest prices, trends, lead times, and material supply conditions.  Researches alternative vendor sources for better pricing and quality. Organizes and coordinates inventory cycle counts. 
Performs other Related Duties – Coordinates special projects and performs other related duties as required. Crosstrain for tasks to cover others who may be absent or otherwise unavailable 
Working Relationships

· Participates with production team to address and resolve problems and ensures continuous ongoing improvement of processes and methods to improve quality and productivity while reducing costs
· Works with transportation consultants to establish reliable, cost-effective freight programs
· Frequently meets with sales representatives and develops good business relationships with suppliers
· Maintains and develops respectful business relationships with suppliers
· Maintains good communication, and interaction with senior management and the production team 
· Attends production meetings
Qualifications

· Post-secondary education in procurement and two years’ experience in a manufacturing environment or a combination of education and experience
· Knowledge of manufacturing processes and supply chain management
· Reliable and daily attendance  
· Strong employee relations, interpersonal and communication skills
· Proficiency with Microsoft Office applications 
· Ability to work in a collaborative, team- and results-oriented environment
· Business and data analysis
· Strong quantitative skills
· Well organized and highly motivated
· Excellent verbal and written communication skills
· Strong organizational and time management skills
· Excellent analytical and problem solving skills 
· Excellent listening and negotiation skills
· Demonstrated accuracy and attention to detail
· Ability to handle the stress of meeting deadlines
· Strong conflict resolution skills 

· Ability to work cohesively with team members and make decisions as necessary
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