	JOB DESCRIPTION


Job Title:

Buyer / Inventory Planner
In-house Alias:

Buyer
Salary Range:

$50,000 - $70,000
FLSA Status:

Non-Exempt
EEO-1 Class:

OC
Hours:


Monday – Friday, 8:00 AM – 5: 00 PM
Department:

Purchasing (3400)
Reports to:

Director of Purchasing
	POSITION SUMMARY

	

	Source, purchase, expedite, and maintain data on assigned items, categories and vendors. Conduct continuous review of excessive and stagnant inventory and minimize. Sustain a high fill rate level and high inventory turns. Continually grow in your knowledge of purchasing, inventory management and the Jan/San and Hardware categories. Demonstrate a high level of professional and ethical behaviors. 

	

	ESSENTIAL FUNCTIONS


· Establish and maintain strong working relationships with vendors to facilitate open lines of communication.

· Setup items and maintain item data including cube, weight, case count, pallet count, lead-time, unit-of-measure, alternate vendors, SDS sheets, product information, and pricing.

· Create and maintain purchase orders, including following-up on past due purchase orders, canceling obsolete purchase orders, and updating purchase orders for quantity, price or delivery changes.

· Maintain ordering algorithms for all SKU’s.
· Keep pricing accurate.
· Manage SKU inventory to meet or exceed goals.
· Source products through all applicable means, negotiate vendor pricing and terms.

· Manage stagnant and excessive inventory.

· Work closely with internal and external sales staff, providing support and assistance.

· Work closely with satellite locations to service their needs.

· Participate in strategy development and execution for purchasing department. 

· Respond to bid requests and start-ups.
GOALS

Fill rate between 98.5% and 99%

Turns above 6, measured just before the Orgill show

Return lines completed as assigned

	INDEPENDENCE/AUTONOMY


Responsibilities are guided by general policies and procedures.  Supervisor is kept informed of problems, obstacles, and successes.  Must have an excellent work ethic.
	PROBLEM SOLVING/DECISION MAKING


· Must be able to prioritize work.
· Must have the patience to work with frequent interruption.

· Must have the ability to solve problems and work through vendor and internal customer issues.
· Must be able to make decisions regarding the items and vendors that you manage.
	CONTACTS


There is frequent contact with individuals within or outside of the Company.  
	SUPERVISORY RESPONSIBILITIES


Not applicable.
	EDUCATION QUALIFICATIONS/REQUIREMENTS


5 to 10 years of related experience in Purchasing and/or Inventory Planning in a high SKU count environment.
KNOWLEDGE, SKILLS AND ABILITIES
· Must have strong knowledge of Hardware products;

· Must have excellent Excel skills and the ability to think analytically;
· Must function with a sense of urgency.
· A team player with a positive can-do attitude;
· Honest!
CERTIFICATIONS, LICENSES AND REGISTRATIONS

· CPM or APICS Certification preferred.
.

	PHYSICAL DEMANDS AND WORKING ENVIRONMENT

	Most work is at a desk; there is a requirement to solve problems in the warehouse; and spend six days walking a trade show.


	ADDITIONAL REQUIREMENTS


Individual will be required to perform other duties as requested, directed or assigned. Travel on two out of state trips per year is required.
