Job Description

Purchasing Assistant


	Company Name
	

	Employee Name
	     

	Reports to: 
	Purchasing Manager

	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 and vendors.

Duties and Responsibilities:


* Typing and distributing purchase orders (i.e. faxing, mailing requisitions’ copies).

* Checking acknowledgements against orders.

* Receiving purchase orders (i.e. drop shipments, pre-press).

* Keeping and updating receiving logs (to be used for delivery performance and ISO requirements).

* Status orders – expediting.

* Place orders for MRO supplies.

* Prepare inventory orders.

* Compare and verify discrepancies on invoicing from suppliers.

* Prepare RFQ’s.

* Prepare POD’s for PO’s not showing as received.

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

* All other duties as assigned by Purchasing Manager.

Qualifications:


* 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



