Posting: 1/19/2012
Position: 
Buyer/Planner

Department:
Supply Chain
Reports to:
Johnny Neve
Shift:

1st
If interested, please see Christy Rowley in Human Resources no later than Thursday, January 26th.
Buyer
SUMMARY 

The Buyer/Planner supports an individual business unit in all materials management activities and reports directly to the Materials Director or an equivalent position responsible for materials management at Norgren Kloehn.  A dotted line responsibility exists to the Business Unit Manager to which the Buyer/Planner is assigned.  In this role the individual ensures materials coverage through external and internal sources in coordination with the internal supervisors of the feeding areas as well as the outside suppliers.  Further, the position looks after top level planning for the business unit in coordination with the Business Unit Manager as well as inventory reducing and strategic supplier managing activities in accordance with the guidelines of Materials Management and the requirements of the overall business.
ESSENTIAL FUNCTIONS AND RESPONSIBILITIES

1. Use MRP/ERP and other tools to ensure a continuous supply of needed materials to support company operations/requirements to insure a 100% customer service level.  Maintain clear and effective communication channels, both internally and externally, regarding issues that may affect this objective.  

2. Responsible for all Maintenance, Repair and Operations (MRO) materials procured. Responsible for maintaining monthly receipts budgets.  
3. Constant review of purchased prices and cost savings analysis.  Manage supplier performance, so that they are expediting our purchases and responding timely with problem items.

4. Establish working business relationships with vendors through regular communication, in house visits through suppliers, and audit appointments at supplier’s facility

5. Other duties as assigned.

QUALIFICATIONS 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education/Experience 

Bachelor's degree (B.A.) from four-year college or university in Engineering or Business Administration; or one to two years related experience and/or training; or equivalent combination of education and experience.  Experience working in an MRP environment required.

Computer Skills

To perform this job successfully, an individual should have knowledge of MS Word word processing software; MS Excel spreadsheet software; and basic buying systems.

Certificates and Licenses 

APICS knowledge preferred.
SUPERVISORY RESPONSIBILITIES 

This job has no supervisory responsibilities.

KEY COMPETENCIES 

To perform the job successfully, an individual should demonstrate the following competencies:
	Decision Quality
	Action Oriented

	Makes good decisions (without considering how much time it takes) based upon a mixture of analysis, wisdom, experience, and judgment; most of his/her solutions and suggestions turn out to be correct and accurate when judged over time; sought out by others for advise and solutions.
	Makes good decisions (without considering how much time it takes) based upon a mixture of analysis, wisdom, experience, and judgment; most of his/her solutions and suggestions turn out to be correct and accurate when judged over time; sought out by others for advise and solutions.

	Sizing up People
	Continuous Improvement

	Is a good judge of talent; after reasonable exposure, can articulate the strengths and limitations of people inside or outside the organization; can accurately project what people are likely to do across a variety of situations.
	Continuous improvement, in regard to organizational quality and performance, focuses on improving customer satisfaction through continuous and incremental improvements to processes, including removing unnecessary activities and variations.


WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually quiet.

PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met by an 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.

The employee must occasionally lift and/or move up to 10 pounds.

While performing the duties of this Job, the employee is regularly required to sit; use hands to finger, handle, or feel; and talk or hear. The employee is occasionally required to stand and walk.

CODE OF ETHICS

Norgren requires the highest standard of ethics in all business dealings, in particular with customers, suppliers, advisors, employees and the authorities.  The job-holder shall actively ensure that his/her own activities and those of all employees within the Business Unit meet this obligation.  Norgren’s critical standards and procedures related to expected conduct are detailed on our code of responsible business called The IMI Way. The job holder is expected to be familiar with these policies and ensure that they are implemented in all areas of control.  The code can be obtained online at http://www.imiplc.com/responsibility/codeofbusiness.asp.

WORK PLACE SAFETY

The incumbent is responsible for the Health, Safety, and Welfare of themselves, the environment and other people.  The incumbent must comply with all relevant HS&E training and instructions, help to maintain a 'safe' & 'clean' working environment, and use & keep clean any Personal Protective Equipment (PPE) provided by the company.

