[image: image1.png]campusLcareers

F 1 ND Y O UR FUTURE




Purchasing Agent

JOB SUMMARY:

To purchase goods and service for the company in an efficient and economical manner following established policies and procedures in processing purchase orders.

JOB TYPE:
Position could be appropriate for a paid internship or full-time opportunity.

ESSENTIAL FUNCTIONS:
1
Follows firm's policies and procedures for the purchase of goods and services.

2.
Follows policies and procedures established by the purchasing manager and monitors activities of purchasing clerks.

3.
Negotiates cash discounts, volume purchasing discounts, and OEM pricing, etc.

4.
Selects vendors on the basis of price, capability, and past performance following departmental guidelines.

5.
Makes certain that purchasing documents are completed properly and the terms and conditions of purchase are appropriate.

6.
Keeps accurate records, including price histories and any problems in doing business with particular vendors.

7.
Works closely with managers scheduling production to maintain a "just-in-time" level of inventory.

SUGGESTED EDUCATION, EXPERIENCE, AND SKILLS:
1.
Education: Two or four year degree program or equivalent

2.
Skills: Ability to work independently and also as a team member; Strong communication skills; Good PC skills.
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