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Job Title: Buyer/Planner Shift: 1
Department: Operations Location: Sioux Falls
Reports To: Materials Manager FLSA Status: Exempt

Position Purpose
Buys raw material for manufacturing by getting the best price and delivery while meeting quality standards. Ensures raw
material is ready when manufacturing needs it

Essential Duties & Responsibilities
Initiates and schedules purchase orders for parts, services, and/or special tools from both international and domestic
suppliers for multiple manufacturing sites; close coordination with engineering and operations to ensure timely execution of
product and services sourcing activities
Analyze forecast data and forward forecasts to suppliers of assigned supplier group
Works closely with the Management to expand sourcing programs as appropriate.
Verifies receivables, consignment reporting and cost information to pay invoices
Confers with current and prospective suppliers to determine supply capabilities, kanban potential, transportation logistics,
inventory control and management, and delivery terms
Enters, monitors, and expedites purchase orders consistent with requirements
Manage delivery, quality and inventory levels
Act as liaison between suppliers and customer service/sales departments for orders status, procurement procedures, and
problem resolution
Coordinates as appropriate, quality matters and engineering changes/developments between the company and suppliers
Validate, reconcile and process receiving reports, vendor invoices and other payment documents
Maintain material purchasing files, reports, price lists, and other records in accordance with established policies and
procedures and audit guidelines
Performs other related duties as required

Knowledge / Skills / Abilities
Excellent oral/written communication skills. Ability to meet time requirements
Effective personal computer skills and knowledge of purchasing/accounting processes
Excellent negotiation skills and attention to details
Strong interpersonal and excellent communication skills, including written, verbal & presentation skills

Qualifications / Prior Experience
Minimum of 2 years of purchasing related experience, or equivalent, required
Associates degree, APICS and/or ASM certification
International purchasing experience is desired
Must be able to perform routine math associated with creating Excel spreadsheets
Infrequent travel is required



Work Environment / Other Requirements
Physical requirements include but may not be limited to: Sit, talk and hear. Is frequently required to walk and reach with
hands and arms. They may be required to stand; use hands to finger, handle, or feel; and stoop, kneel, crouch, or crawl.
Specific vision abilities required by this job include close vision
The incumbent is required to practice good housekeeping skills and follow all company safety policies


