Example of Buyer, Procurement Job Description
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Our growing company is looking to fill the role of buyer, procurement. We
appreciate you taking the time to review the list of qualifications and to apply for
the position. If you don't fill all of the qualifications, you may still be considered
depending on your level of experience.

Responsibilities for buyer, procurement

e Requests for Proposals (RFPs) and informal channels

e Provide cover for Group Senior Buyer during periods of absence

» Be expected to lead other initiatives, when required, that contribute to
organisational goals

* Build and maintain strong relationships with all stakeholders

e Carry out regular supplier review meetings with key providers

* |dentify key trends or opportunities for cost reduction

e Have arelevant business degree or equivalent experience

e Be a member of or studying towards CIPS

e Have previous experience in cross functional working practices

 Be flexible and driven

Qualifications for buyer, procurement

e Provide customer service for all levels of the organization for the employee
services the COE supports such as stationery, office supplies and
subscriptions

e Minimum three to five (3-5) years related construction/capital purchasing,
Biological/Manufacturing raw materials

e Proficient Data Entry

e Have experience in negotiating contractual terms and conditions

e Bachelor degree in Supply Chain, Engineering or Manufacturing (or



e Knowledge of purchasing techniques generating request for quotations and
negotiations



