
 

 

 

 
 

 

JOB DESCRIPTION 

JOB TITLE:     Purchasing Manager 
DEPARTMENT:   Purchasing - Administration 
FLSA:     Exempt 
REPORTS TO:   Vice President of Operations Manager 
POSITIONS SUPERVISED:   Purchasing Department 
 
SUMMARY: Under the general direction of the Vice President Operations, the Purchasing 
Manager is primarily responsible for ensuring that proper levels of supply and materials are 
maintained according to company objectives.  Maintains relationship with vendors and suppliers 
and negotiates contracts for major purchased.  Evaluates and analyzes purchasing trend and 
price trend to identify forecasting demand and minimize purchasing costs.   Recommends 
policies related to the purchase of goods and services and coordinates/manages the purchasing 
department buyers in the day-to-day performance of their jobs 

 

PRIMARY RESPONSIBILITIES: 

 Develop, lead and execute purchasing strategies 

 Track and report key functional metrics to reduce expenses and improve 
effectiveness 

 Work closely with manufacturing and specifically plant managers to ensure 
quantity and timing of deliveries 

 Forecast price and market trends to identify changes of balance in buyer-supplier 
power 

 Apply Lean manufacturing concepts to the purchasing function at Lee Industries. 

 Seek and partner with reliable vendors and suppliers 

 Using effective and strategic methods, monitor and forecast upcoming levels of 
demand 

 Assess, manage and mitigate risks 

 Conducts strategic sourcing of alternative suppliers for materials and parts used 
in the manufacturing process 

 Create and implement key performance indicators (KPI’s) 

 Continually develop expertise to support growth of new business 

 Monitor macro trends in supplier and contract base and implement plans to 
adjust purchasing strategies 

 Help to lower material costs and secure and manage contracts (agreements) 

 Manage vendor relationships and assist in building effective partnerships. 

 Manage, train, motivate and mentor purchasing staff of Buyers and Sr. Buyers 

 Manage the purchase order process 

 Oversee defective or unacceptable new goods or services with users, vendors, 
and others to determine cause of problem and take corrective and preventative 
action. 



 

 

 

 Ensure supplier compliance with site and company requirements for product 
safety. 

 Work collaboratively with the accounting department to ensure accurate and 
timely payment of invoices, accurate price purchase variances (PPV’s) & invoice 
price variances (IPV’s). 

 Manages item file maintenance of Approved Suppliers, List Price, and Standard 
Price. 

 

KNOWLEDGE, SKILLS & ABILITIES:  

 Proven working knowledge of purchasing policies, processes and procedures 
and as Director of Purchasing.  

 Knowledge of warehouse and inventory control policies and procedures.  

 Knowledge of material work planning and methods engineering processes and 
procedures.  

 Knowledge of and experience with Lean Manufacturing concepts. 

 Knowledge of Microsoft Office Suite including Excel 

 General knowledge of contract management 

 Knowledge and ability to negotiate best vendor terms, pricing and delivery based 
on specific budget and schedule requirements.  

 Ability to perform basic mathematical calculations 

 Ability to establish and maintain effective internal and external working 
relationships. 

 Time Management: the ability to organize and manage multiple priorities. 

 Strong customer and vendor orientation 

 Confident, independent action, initiative, a sense of urgency, and ability to make 
decisions and take responsibility for them 

 Must recognize and adjust to change 

 Strategic, big-picture thinking backed by an added focus on the tactical aspects 
of the work 

 A stimulating influence on others, while being firm, direct and self-assuring in 
dealing with them 

 Capable of delegating some authority, with close follow-up and control  

 Ability to analyze information strategically  

 Ability to make basic mathematical calculations, percentages, ratios and other 
analysis 

 Proven effective Supervisory and Leadership experience 

MINIMUM REQUIREMENTS:  

 Bachelor’s degree preferred with emphasis in business administration, economics, 
and/or engineering 

 Five + (5) years of progressively responsible purchasing and materials control 
experience and sourcing. 

 Three (3) years of supervisory experience 

 Five years experience in ERP system environments (Oracle preferred) 

 Preferred background/knowledge of the furniture industry 
 

 



 

 

 

ESSENTIAL JOB FUNCTION CHECKLIST 

Employee to successfully perform the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 

 
 
 

                    AMOUNT OF TIME 

PHYSICAL ACTIVITIES: None Under 1/3 1/3 to 2/3 Over 2/3 

-Stand   X  

-Walk   X  

-Sit    X 

-Use hands & fingers, handle, or hold  X   

-Reach with hands and arms  X   

-Climb or balance X    

-Stoop, kneel, crouch, or crawl X    

-Talk    X 

-Hear   X  

WORK ENVIRONMENT:     

-Wet/humid conditions (non-weather) X    

-Work near moving mechanical parts X    

-Work in high, precarious places X    

-Fumes or airborne particles X    

-Toxic or caustic chemicals X    

-Outdoor weather conditions X    

-Extreme cold (non-weather) X    

-Extreme heat (non-weather) X    

-Work with electricity X    

-Work with explosives X    

-Vibration X    

LIFTING REQUIREMENTS:     

-Up to 10 pounds  X   

-Up to 25 pounds  X   

-Up to 50 pounds X    

-Up to 75 pounds X    

-Up to 100 pounds X    

-Over 100 pounds X    

 



 

 

 

 

 

 

 

 

 
 

                    AMOUNT OF TIME 

MENTAL FUNCTIONS: None Under 1/3 1/3 to 2/3 Over 2/3 

-Compare    X 

-Analyze    X 

-Communicate    X 

-Copy   X  

-Coordinate    X 

-Instruct    X 

-Compute    X 

-Synthesize  X   

-Evaluate    X 

-Interpersonal Skills    X 

-Compile    X 

VISION DEMANDS: Required 

-Close vision (clear vision at 20 inches or less) X 

-Distance vision (clear vision at 20 feet or more)  

-Color vision (ability to identify and distinguish colors)  

-Peripheral vision  

-Depth perception  

-Ability to focus using computer monitors, systems & equipment X 

NOISE LEVEL: Required 

-Very Quiet  

-Quiet X 

-Moderate  

-Loud  

-Very Loud  

 


