Purchasing Specialist – hourly non-exempt
POSITION SUMMARY:

This position will be reporting to the Purchasing Manager of Diamond Wipes Int’l.  As a Purchasing Specialist, you are expected to work on own initiative and with considerable discretion and independent judgement, enhance and improve Diamond Wipes’ purchasing procedures through managing the vendors and communicating with other departments.  
TYPICAL RESPONSIBILITIES AND DUTIES:

Although it is not possible to provide an exhaustive list of all types of duties, responsibilities and performance standards, the following are the essential job functions:
1. Place purchase orders on all production related components/raw materials and equipments to some operation related services.
2. Coordinate with Production Planner, Inventory, and Sales Department to ensure Just In Time Inventory and material supplies for all projects.

3. Follow up on each purchase order placed to make sure lead time and quality meet expectations.

4. Coordinate with freight forwarding company to ensure imported components arrive on time and go through smooth clear custom process.

5. Shop around and negotiate the best deal with vendors.
6. Maintain friendly partnership with all vendors.
7.   Source new product/material base on the need of Sales and R&D department.
8.   Assist other departments in product cost calculation.
9.   Create and maintain various reports and calendars to include monthly purchase summary, vendor contact, and price increase report is current and readily available.
10. Actively communicating with Production Department and vendors to prevent component delay or quality issues.
11. Coordinate with Production, Sales, and vendors to resolve any lead time or quality issue if it comes up.
