Job Description

Buyer / Senior Buyer


	Company Name
	

	Employee Name
	     

	Reports to: 
	

	Hire Date
	     

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

	Status
	


Job Purpose and Reporting Structure:

Under the direction of the Purchasing Manager, the Buyer places orders for job specific purchases and inventory items from a list of approved vendors, ensuring the most cost effective pricing while meeting company delivery requirements at the most favorable delivery terms, in accordance with company policies and procedures.

Essential Duties and Responsibilities:


* Place orders with approved suppliers. Track orders and customer supplied components as needed to ensure on-time delivery.

* Print purchase orders and distribute to the correct persons.

* Communicate expectations and resolve issues with suppliers.

* Communicate with other internal departments to understand and meet their needs.

* Track supplier performance.

* Expedite orders as needed.

* Obtain quotes as needed.

* Coordinate with scheduling to ensure purchased goods are available when needed.

* Act as a technical resource to accounting to address and resolve supplier related problems and inquiries.

* Maintain the supplier cost database.

* Complete special projects as assigned.

* Complete and maintain all required paperwork, records, documents, etc.

* Follow and comply with all safety and work rules and regulations. Maintain departmental housekeeping standards.

Qualifications:


To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience:


Requires an associate degree or two years of college and one to three years of related experience; or four years of high school and four to six years of progressively responsible related experience; or a combination of education and experience.

Language Skills:


Ability to read and interpret purchasing related documents such as catalogs, product-related literature, and technical books and/or manuals. Ability to prepare reports, purchase orders, and correspondence related to purchasing. Ability to communicate effectively with vendors/suppliers and other employees of the organization.
Mathematical Skills:


Ability to calculate figures and amounts such as discounts, interest, proportions, percentages, and volume. Ability to apply concepts of basic algebra. Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals. Ability to compute rate, ratio, and percent.

Reasoning Ability:


Ability to apply common sense understanding to carry out instructions furnished in written and oral form. Ability to deal with problems involving several concrete variables in standardized situations.

Other Skills and Abilities:


Requires the ability to operate a variety of standard business machines, such as a computer and keyboard, telephone, photocopier, FAX, calculator, etc.

Physical Demands:


The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit. The employee frequently is required to use hands to finger, handle, or feel and talk or hear. The employee is occasionally required to stand and walk. The employee must occasionally lift and/or move up to 10 pounds. Specific vision abilities required by this job include close vision, color vision, and ability to adjust focus.

Work Environment:


The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. The noise level in the work environment is usually moderate.

	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



