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Buyer

JOB SUMMARY:
The Buyer, under supervision of the Purchasing Supervisor, is responsible for placing orders, expediting back orders, and processing paperwork for stock and nonstock items
JOB TYPE:

Position could be appropriate for a paid internship or full-time opportunity.
POSSIBLE FUNCTIONS:

1. Processes requisitions for supplies, researches products, clarifies specifications, documents competitive bidding, types purchase orders.
2. Follows up back orders, expedites delivery of orders, and makes special arrangements for delivery; communicates to the department the expected delivery date.
3. Researches and selects vendors in given circumstances, evaluates vendor performance, utilizes different vendor sources to fill orders as directed.
4. Maintains an up-to-date filing system on pricing and vendors to ensure immediate and accurate access to information.
5. Searches out alternate vendors or supplies during periods of shortages or stockouts.
SUGGESTED EDUCATION, EXPERIENCE, AND SKILLS:

1. Education: Two or four year degree program or equivalent

2. Experience: Knowledge of basic typing skills with emphasis on accuracy, legal aspects of purchasing, and basic medical terminology.
3. Skills: Ability to communicate effectively with sales representatives and personnel by telephone, in person, or through written communication; assimilate information and make decisions; work under pressure in a detailed, organized manner; and operate or learn to operate an order entry device.
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