Job Description

Purchasing Manager


	Company Name
	

	Employee Name
	     

	Reports to: 
	

	Hire Date
	     

	Employee Classification:  FORMCHECKBOX 
 Temporary      FORMCHECKBOX 
 Regular Full Time      FORMCHECKBOX 
 Regular Part Time

	Status
	


Position Summary:

Procures and coordinates non-XXXXXX manufactured orders ("outside purchases") from receipt of order through shipping and billing. Procures company purchases including raw materials, sundry items, ancillary products and production services. Liaison between sales, customers, vendors.

Duties and Responsibilities:


* Prepare formal purchase orders and ensure proper authorization is indicated.

* Coordinate order from vendor selection through order entry / shipping and billing.

* Develop and maintains contact with the vendor and operations.

* Assist internal estimating/design dept. with quotations and processing of requests.

* Research and price new materials/sources as directed by sales/estimating/customer service departments.

* Prepare and process selects vendors from an approved vendor listing.

* Communicate with vendors to obtain pricing and delivery information. Verify conformance to customer specifications and "manufacturability".

* Prepare formal "XXXXXX purchase order upon receipt of a valid RFQ. Review pricing information.

* Procurement of raw materials, product fulfillment services, business rated items, sundry items.

* Review "Inventory Availability Listing" on a regular basis and monitors stock.

* Upon direction of plant personnel, purchase inventoried items.

* Research and price new materials/sources as directed by sales/estimating/customer service departments.

* Coordinate forward and return of XXXXXX materials sent to vendors to provide an "added value" to the material (i.e. foil stamping).

* Once received, review receiver and purchase order to ensure accuracy.

* Work as part of a team and participate in XXXXXX’s Total Quality Management efforts.

* All other duties as assigned by the President.

Qualifications:


* Bachelor’s Degree preferred

* 3 years comparable work experience

* Knowledge of printing/graphic industry highly desirable

* Excellent organization skills

* Exceptional math aptitude

* Highly proficient computer skills
	Acknowledgement:

I have received a copy of my job description and I understand the requirements of the Bindery Operator position.



	Employee’s signature


	Date

	Supervisor’s signature


	Date



