Job Description

Purchasing Assistant II


	Company Name
	

	Employee Name
	     

	Reports to: 
	Materials Manager

	Hire Date
	     

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

	Status
	


Position Summary:

This position provides support to the Materials Manager by handling all purchase orders for materials; from need determination through issuance of purchase order, to material delivery. The purchasing assistant will serve as a resource to the site regarding paper and affiliated materials, as well as provide support to the pre-production department as needed.

Duties and Responsibilities:


1. Acquires materials, supplies, and services for site at competitive pricing within needed timeframe.

2. Placing purchase orders for goods.

3. Coordinate the purchasing activity with other departments.

4. Follow up on orders to ensure accurate and timely deliveries as dictated by schedule.

5. Investigation and resolution of discrepancies.

6. Maintaining inventory at established levels.

7. Keep supplier lists current.

8. On-going evaluation of suppliers to ensure service and quality.

9. Serves as a resource to site for information concerning paper availability, variety, cost, suitability.

10. Provides support to pre-production department as needed.

11. Observe all safety rules.

Minimum Qualifications:


Strong verbal and written skills. Knowledge of word processing and spreadsheet applications. Prior purchasing experience.
	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



