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Job Description

Purchasing Department

 Purchasing Assistant

	Job Title
	Purchasing Assistant

	Department
	Purchasing Department

	Reporting to
	Purchasing Manager

	Location
	Standish Site

	Hours of Work
	35 hours per week

	Contract
	Permanent [6 Month probation period]


	Job purpose 
	The main purpose of the Purchasing Assistant is to be responsible for the day to day running of the purchasing and administration duties which include negotiating raw material and packaging pricing to ensure the best possible costs and achieve price reductions, placing purchase orders, chasing suppliers, and supporting other departments within the business.


	Responsibilities
	· To accurately complete all necessary documentation in a timely manner – Raising purchase orders, running Supplier chaser reports, reviewing, and maintaining safety stock levels. 
· Ensure new Supplier details are entered onto the system and kept up to date and Supplier evaluation meets the Quality Management System requirements.

· Provide costings to the Sales Department on request
· Ensure the Supplier Ranking System is reviewed and evaluated on a regular basis as defined within the Supplier Database.

· Analyse and summarise Supplier information, non-conformance etc for presentation for the Management Review.

· Retain all records associated within the Purchasing Departments – Purchase Orders, Supplier Appraisals, Supplier Complaints, Raw Material Specifications etc

· Obtaining samples when requested and ensuring that these are delivered in a timely manner.
· Producing Weekly / Monthly Figures as requested by the Purchasing Manager
· Liaise with Suppliers to ensure that deliveries are made on the agreed delivery dates

· Advise Technical / Commercial / Production Department of any due or late deliveries.
· Liaise with Suppliers on matters related to quality.

· Conduct weekly packaging reviews and liaise with the Planning Department on the stock levels.

· Immediately report any incident which Management need to address using the appropriate reporting system.

· Respond to non-conformance corrective and preventative actions (Customer Complaints, process failures) in a timely manner.
· Carry out additional duties not yet listed above at the discretion of the Directors.

· Produce and submit Reports to internal / external parties when required.




	Skills / Knowledge / Experience
	Essential
	Desirable

	Previous experience in a similar Purchasing role 
	
	X

	Administrative experience
	X
	

	Use of an MRP System
	
	X

	Good working knowledge of the chemical industry and associated legislation
	
	X

	Excellent communication skills
	X
	

	Excellent attention to detail including housekeeping
	X
	

	Able to use Microsoft Office, Excel and Outlook
	X
	

	Maintaining a strong relationship with Suppliers
	X
	

	Researching new products and Suppliers
	
	X

	Self-Motivated
	X
	

	Well organised and able to multitask
	X
	


	Qualifications 
	Essential
	Desirable

	GCSE Maths A-C
	
	X

	GCSE English A-C
	
	X
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