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Job Title Buyer                        Version 02 

Work Location TRANSCAL Engineering  

Reports To (Line Manager) Procurement Manager 

 

Your main purpose is 

To undertake purchasing and forecasting activities for direct and indirect materials in line with 
production requirements.  

To actively manage inventory levels so that we have sufficient stock to support customer demand, 
whilst minimising excess inventory in order to manage cashflow. 

 

Key Responsibilities and Duties 

SAFETY 

• Safety must always be a prime consideration and you are required to ensure that the safety of people, the environment and our 
products are never compromised 

• You have a responsibility under the Health & Safety at Work Act 1974 to take reasonable care of yourself and other persons that 
may be affected by your acts or omissions at work, secure the health, safety, and welfare of your colleagues at work and protect, so 
far as is reasonably practicable, all others against risks to their health or safety arising from your work activities and those of their 
staff and ensure that your duties are discharged adequately. The responsibility to achieve the duty cannot be delegated. The tasks 
required to discharge them can be delegated; assistance and support can be obtained; but the responsibility remains with you 

DIMENSIONS  

• Raise and maintain purchase orders for direct and indirect materials to support production requirements 

• Provide forecasts and schedules to suppliers where appropriate to maintain ongoing supply in line with customer demands  

• Actively manage and report supplier on time delivery performance – fully utilising typical orderbook management protocols to 
ensure material availability  

• Actively manage an open orderbook to control expenditure in line with customer demand and to support business cashflow  

• Liaise with Logistics and Accounts teams to manage Goods-In discrepancies to an effective conclusion 

• Monitor material receipts in line with schedules to help minimise Goods-In transactions error 

• Expedite material shortages as required to meet urgent business needs 

• Manage inventory levels, seeking opportunities to reduce inventory wherever practical 

• Negotiate pricing and contractual terms with suppliers for new and existing materials and services to drive cost reduction 
opportunities 

• Seek opportunities to install Kanban / direct line feed by commodity 

• Identify and select new suppliers for materials as and when required 

• Manage positive supplier partnership-based relationships 

• Focussing on “best practice”, strive for and drive measurable process improvement opportunities 

 

Qualifications 
 

• ‘A’ level qualification or equivalent essential 

• Degree qualified preferable  

• CIPS qualified or working towards 
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Previous experience 

ESSENTIAL 

• Minimum 1-3 years’ experience in the same role and in a similar environment 

• Aptitude for figures and experience with managing a budget 

• Experience of developing and implementing Purchasing processes and procedures which drive improvements in material 
availability and inventory levels 

• Experience of working with an ERP system  

DESIRABLE 

• Previous experience with negotiating 

 

Name of incumbent  

Signed  

Date  

This is an outline description of the key responsibilities and accountabilities involved in the job. This is not an exhaustive list, and the post-holder 
might be expected to undertake other duties across the wider directorate, commensurate within the level of responsibility of this post, for which 
the post holder has the necessary experience or training. This job description may change and develop over time and reflect the changing needs 
of TRANSCAL Engineering. 

 

 


