
 

 
JOB DESCRIPTION 

 
JOB TITLE:  Senior Buyer   
DEPARTMENT:  Purchasing 
FLSA STATUS:      Exempt 
LOCATION:  LEE Corporate Campus 
 
Positions Supervised: n/a 
 
SUMMARY  
Lee Senior Buyer will support the plants through the timely procurement of quality materials in 
support of the manufacturing plan. Execute procurement strategies that ensure supply and optimize 
total cost of ownership for the plants. 
 
PRIMARY RESPONSIBILITIES 

 Manage all stock room material with the assistance of stock room clerks.  

 Seek and partner with various reliable vendors and suppliers for existing and new items 

necessary to produce our products.  

 Answer various customer service inquiries regarding quality, warranty, or parts necessary 

information.  

 Research pricing, on-time, quality, and service between vendors to determine best source.  

 Submit weekly updates on savings generated.  

 Negotiate with vendors to receive best possible pricing.  

 Generate various usage reports for cost analysis, usage requirements, and potential 

savings opportunities.   

 Responsible for purchasing company supplies for manufacturing such as various 

hardware, swivels, sleeper mechanisms, and feet. 

 Determine quantities and timing for delivery for items purchased. 

 Conduct weekly inventory analysis for stock room items to determine what needs to be 

ordered.  

 Administers proper functions/paperwork to manage the Hazardous Waste inventory and 

disposal of waste 

 Run cycle count reports monthly for stock rooms.  

 Inquire about past due items from various vendors.   

 Manage price and price changes through AS400 and Infinium.  

 Issue and transfer feet, legs, and posts in AS400.  

 Review and close out old Purchase Orders in Infinium.  

 Setup new item numbers in Infinium and AS400. 

 Cross train with frame buyer, buyer II, lead fabric buyer and fabric buyer I to provide 

back up when required. 

 Highpoint Showroom inventory.  Must travel periodically to High Point. 

 Other duties as assigned. 

 

 



 
KNOWLEDGE SKILLS & ABILITIES REQUIREMENTS:  

 Strong analytical abilities with attention to detail. 

 Demonstrated decision making and problem-solving skills. 

 Ability to communicate effectively, both written and verbal, throughout all internal levels 

of the organization and externally. 

 High degree of initiative and motivation with ability to work in a matrix environment or 

within a cross functional team 

 Proven organizational and time management skills. 

 Computer skills, including MS Office Suite (Excel, PowerPoint, etc.) 

 Global business knowledge. 

 Demonstrated ability to multi task and respond to constantly changing demands and 

priorities. 

 Customer Centric attitude. 

 Negotiation, purchasing or commodity experience 

 Must be able to travel between plan locations and High Point Showroom periodically 

throughout the year 

 Associates Degree in Business or related field 

 Ability to work full time 

 AS400 & Infinium knowledge 

DESIRED SKILLS: 

 Project management experience. 

 Bachelor’s degree or 5+ years’ experience in purchasing. 

 Ability to work full time. 

 AS400 & Infinium Knowledge. 

 CPIM or CSCP Certification. 

Soft Skills: 

 Results oriented, self-motivatedCustomer focus: Able to gather and understand customer 

requirements and objectives 

 Conflict Management 

 Influencing 

 Effective team player 

 Able to be persuasive in negotiations, as required 

 
 

 
 
 
 
 
 
 
 
 



 

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)  

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

-Color vision (ability to identify and distinguish colors) X 

-Peripheral vision  

-Depth perception  

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

NOISE LEVEL: Required 

-Very Quiet  

-Quiet X 

-Moderate  

-Loud  

-Very Loud  

 


