DRAFT POSITION DESCRIPTION for a management position

Title

Purchasing Manager for ABC Construction 

Goals and Objectives

· To ensure that all products and services purchased meet the quality standards of the company

· To ensure that a sufficient flow of products and services, so  that insufficient or inadequate materials never slow production down

· To ensure that the company pays as little as possible for materials without sacrificing quality

Reporting Relationship

· Reports to the General Manager

· No direct reports

Tasks and responsibilities

· Establishes and validates market pricing for materials

· Evaluates various types of materials

· Considers alternative design approaches that optimise efficiency

· Seeks methods of simplifying the construction process

· Evaluates product costs to determine whether the effective value of the finished product contributes to profitability

· Consults with director of product development to determine design and material requirements.  Evaluates various material types; considers alternative design approaches that optimise efficiency

· Consults with chief estimator to understand database protocol for new resources

· Consults with vendors on a daily basis to obtain and qualify bids.  Vendors include manufacturers, contractors, and suppliers.  All pricing will be obtained through competitive biddings and negotiated contracts.

· Consults with director of construction and product managers to obtain field requirements.  Seeks methods to simplify the construction process

· Consults with customer service to determine performance levels of various products

· Establishes performance requirements for vendors and endeavours to continually improve performance by informing vendors of these requirements and how ell they are measured against them

· Continuously seeks opportunities to purchase materials and services in a competitive manner

Key Technical Skills and Knowledge

· Knowledge and understanding of construction process

· Knowledge of market pricing for materials

· Ability to evaluate product designs to optimise efficiency and cost

· Ability to manage vendor relationships, including competitive bidding and negotiated contracts

Key Competencies (Performance factors)

· Analytical skills

· Initiative

· Communication skills

· Collaboration

· Planning and organising

· Follow through

· Deadlines /priorities

· Negotiating ability

· Professionalism

Performance Measures

· The overall cost of materials increase no more than the rate of inflation

· There are no lost production days due to shortage of materials

· Material quality is maintained

· Quarterly reports demonstrate the effective value of finished products in relation to cost and profitability

· Product designs are improved to optimise efficiency as a result of consulting with the Director of Product Development

· Performance requirements for vendors are written and communicated quarterly

Pricing is validated quarterly


