
 

 

 

POSITION:  BUYER 
 

BASIC FUNCTIONS:  

 PRIMARY: To negotiate and purchase all materials needed by Grand + Benedicts, Inc. to 
meet customer demand and operate efficient operations. 

 SECONDARY: To support the efforts of the Purchasing Manager. 
 

REPORTING: The Buyer reports directly to the COO. 

  There are no positions reporting to the Buyer. 
 

PRINCIPAL DUTIES:  The Buyer performs the following principal duties: 

1. Purchases all materials and supplies. 
2. Issues purchase orders to meet the materials requirements of authorized sales orders, and to 

restock standard items to their authorized levels. 
3. Arranges for transportation of goods through the most cost-effective methods.  Works with 

Warehouse Manager for approved carriers. 
4. Authorizes payment of invoices for materials that have matching purchase orders and 

receiving documents. 
5. Determines the best method of procurement (direct purchase or bid) for purchases. 
6. Ensures that on-hand stock materials and supplies meet established levels. 
7. Plans purchases so that expedited delivery services are not required. 
8. Negotiates prices to obtain the best price for all purchases and commits Grand + Benedicts to 

them with vendors. 
9. As directed, negotiates purchase price with vendors for special order items. 
10. Works with Accounts Payable to set up new vendor codes. 
11. Advises vendors that invoices without a purchase order number will not be paid. 
12. Reviews requisition requests and issues purchase orders if the amounts fall within the 

established authority.  Includes account coding for non-stock items on purchase orders. 
13. Notifies Purchasing Manager of requisition requests which exceed the established authority. 
14. Authorizes payments for invoices with complete receiving documents that have been matched 

to purchase orders; reviews invoice variances. 
15. Resolves order, shipment and billing discrepancies with vendors. 
16. Notifies vendors to ensure reshipment of orders received short or damaged.  Works with 

Accounts Payable to book debit memos against vendor accounts. 
17. Works with vendors to return goods as needed and receive credit for the return. 
18. Obtains credits from vendors when sub-standard quality products are received. 
19. Maintains records that provide information on quantity and cost of purchases. 
20. Works closely with sales staff to procure special products to meet specific customer needs, 

negotiating prices and delivery. 
21. Ensures accurate transfer of costs on special purchases to customer sales orders. 
22. May enter receipt of goods into computer system. 
23. Participates in meetings to help resolve department as well as company-wide issues; may 

direct such meetings. 
24. Uses time efficiently. 
25. Other duties as assigned. 

 

RESPONSIBILITIES:  The Buyer is responsible for the following: 

1. Adhering to the codes of the company’s Employee Manual. 
2. Maintaining a constructive environment at work.  This includes self-evaluating work 

performance, on a fair basis. 
 



 

 

 
3. Developing and adhering to written Standard Operating Procedures for all aspects of this 

position. 
4. Adhering to departmental operating guidelines. 
5. Providing insightful and enthusiastic teamwork that result in positive attitudes and morale. 
6. Maintaining open communications and a harmonious working relationship with all personnel, 

but in particular with those involved in a reporting relationship.  This includes attending 
departmental meetings, as well as helping resolve interdepartmental conflicts. 

7. Participating in trainings when needed.  This includes learning product knowledge and 
procedural proficiencies. 

8. Conducting all operations within established budgets. 
9. Using and submitting all forms and reports in a complete, accurate, and timely basis.  This 

includes respecting and maintaining proper filing systems. 
10. Ensuring your work areas is clean and presentable to customers and other visitors. 
11. Maintaining all external relationships consistent with the objectives, operating philosophy, and 

desired image of the company, re: customer relations, public relations, vendor relations, and 
community relations. 

12. Maintaining confidentiality on all corporate subjects so classified. 
 

EDUCATION/QUALIFICATIONS:  The Buyer should possess the following: 

1. 5 years related experience required (Purchasing, Accounting, Inventory Management). 
2. 3 years experience working in Sage, Microsoft Dynamics or equivalent MRP/ERP System 

required. 
3. Ability to learn quickly and manage multiple priorities with attention to detail. 
4. Work well independently as well as within a team. 
5. Excellent written and verbal communications skills and demonstrated ability to interact 

effectively with management, customers, and team members. 
6. Proficient in Word, Excel, and Outlook, 45 WPM and 10 Key proficiency required. 
7. High School Diploma or equivalent required.  Bachelor’s degree preferred. 

 


