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[bookmark: example-of-lead-buyer-job-description]Example of Lead Buyer Job Description
Our company is growing rapidly and is looking to fill the role of lead buyer. Please review the list of responsibilities and qualifications. While this is our ideal list, we will consider candidates that do not necessarily have all of the qualifications, but have sufficient experience and talent.
[bookmark: responsibilities-for-lead-buyer]Responsibilities for lead buyer
· Generates Purchase Orders in final form for approval and signature
· Prepares and maintains a complete Purchase Order file in accordance with Federal Acquisition policies, Corporate Procurement guidance, and other applicable references to ensure compliance throughout the procurement cycle
· Procures using streamlined acquisition methods such as purchase card transactions
· Actively manages the procurement process from order placement through receipt of products and subsequent payment of invoices
· Actively manages supplier performance through consistent communication to ensure proper adherence to purchase order terms and conditions
· Resolves discrepancies between purchase orders and receipt documents and invoices
· Participates in the invoice approval process to ensure that supplier invoices are in accordance with purchase order terms and conditions, and resolve issues as necessary
· Plans, organizes, prioritizes and performs multiple tasks to perform job functions in an orderly, efficient manner
· Works professionally in a team environment and independently as necessary
· Provides leadership and oversight to less experienced Buyers
[bookmark: qualifications-for-lead-buyer]Qualifications for lead buyer
· Medium & long term vision ability
· Business School or Engineering degree with master in purchasing
· Minimum 7-10 years in the rail industry Supply Chain work experience
· Bachelor’s Degree in Electrical or Mechanical Engineering required, M.S
· Strong understanding of manufacturing processes special processes
· Flexible and adaptable to react to operational changes
