[image: image1.png]INJEPPESEN.





Job Description

Job Title:
Buyer, Sr.
Job Code:
JE2340
Job Grade:
4
SJC Code:
HADPP4

Reports to:  
Management
EEO-1/Job Family:
Professional
Supervises:
None
Created/Revised:
February 14, 2006
Ed/Exp:
BA/5
Travel:
<5%
Lic/Cert:
None
Environment:
General Office


Objective: To perform as a senior-level specialist in the coordination, procurement, and distribution of materials, parts, equipment, supplies and services. To compile, research, analyze, and report purchasing related data.  To use historical and forecast data to assess the procurement of materials, equipment as services. To interfaces with internal and external customers, and industry and government representatives, as directed.
Essential Functions: 
1. Provides senior-level guidance to staff and management in the coordination, procurement, and distribution of materials, parts, equipment, supplies and services.
2. Compiles, researches, analyzes and reports purchasing related data.

3. Uses historical and forecast data to assess the procurement of materials, equipment as services.
4. Interfaces with internal and external customers, industry, and government representatives, as directed.
5. Coordinates all activities related to procurement of products or services, from intent through delivery.

6. Analyzes the requirements of the product/service, including preliminary specifications, preferred supplier, and date product/service is needed.

7. Solicits and evaluates proposals for the requested product/service.

8. Investigates and/or interviews potential suppliers to determine if they meet the specified requirements.

9. Advises management on the selection of suppliers, vendors, and budgetary compliance.
10. Negotiates the lowest possible cost for scheduled and targeted procurement of quality products and services.
11. Implements purchase contracts that comply with company and government regulations.

12. Validates products/services are delivered on schedule, at the negotiated price, and in compliance to quality standards.

13. Maintains timely control of orders, amendments, shipping notices, and other documents to assure accurate retention of records.

14. Coordinates methods to distribute products and services in a cost effective manner.

15. Processes purchase orders from requisitions.
16. Provide technical direction, guidance, and training to staff and management, as required or requested.
17. Prepares reports for use by vendors, buyers and other departments. 

18. Perform other related duties, including special projects, as requested or required. 
Education/Experience: Bachelor’s degree in materials management, purchasing or a related field, or an equivalent combination of education and experience.  A Master’s degree is preferred.  Five (5) or more years of purchasing experience, preferably within the aviation or marine industries, or the equivalent and validated proficiencies.
Skills, Knowledge & Abilities: Demonstrated proficiency performing as a senior level specialist in the coordination, procurement, and distribution of materials, parts, equipment, supplies and services. Demonstrated proficiency compiling, researching, analyzing and reporting purchasing related data.  Demonstrated proficiency using historical and forecast data to assess the procurement of materials, equipment as services.  Demonstrated proficiency interfacing with internal and external customers, industry, and government representatives.  Demonstrated proficiency communicating data and its robust application to designated staff and management.  Demonstrated proficiency maintaining the security, integrity and confidentiality of all procurement data.  Demonstrated proficiency monitoring and conducting analysis of monthly, quarterly, and annual procurement results.  
Demonstrated experience conducting original research and analysis, and the consistent achievement of projected results based on analysis performed.  Demonstrated effective and diplomatic oral and written communication skills, including making scheduled/unscheduled presentations before diverse business development teams, and executive management.  Demonstrated knowledge of Microsoft Office, Oracle, and various proprietary purchasing and financial services software, or related equivalents. 
Licensure/Certification: Designation as a certified purchasing agent is desired.
Performance Requirements: Employee must comply with Jeppesen’s policies and procedures, including but not limited to: attendance, harassment, EEO/AA, confidentiality, security, safety, conflict of interest, ethics, copyright and patent, and use of company equipment/products/services, etc.
Physical Requirements: Character and scope of essential functions require constant sitting, seeing, hearing, repetitive motion, and occasional lifting of general  office materials [reams of paper, telephone books, flight manuals, binders, etc., typically weighing ten (10) pounds or less.  Employee must comply with safety and security requirements, and wear Personal Protective Equipment (PPE) as requested or required.
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