
Job Description

Creation date: January 28, 2021
I.        Position:  Manufacturing Buyer 
II.       Department:  Purchasing
III.      Report To:   Purchasing Manager
IV.
Roles & Responsibilities:

Responsible for processing Purchase Orders for Hilltop and Peterson products.

Responsible for the purchasing of tooling, raw materials, etc. 
Purchase and schedule outside processes such as plating, heat treat, painting, machine repair, etc. and follow up with vendors as necessary.
Responsible for the negotiation of pricing and terms with all applicable vendors. 
Responsible for Purchase orders for facilities work at Hilltop.
Ensure correct costing of purchased parts and delivery of parts
Maintain data for purchased parts

Support Quality services department in maintaining ISO/TS certification
Communication and coordination with accounting and other support departments. 

Other duties as assigned
V.
General Requirements:
· 2-5 years minimum prior work experience as a manufacturing buyer for raw materials, tooling, and related purchasing

· At least one year of experience in a machine shop or manufacturing environment preferred
· APICS certification highly desirable
· Solid PC skills
· Must have understanding of inventory control 

· Must have understanding of MRP procedures and processes
· Operating knowledge of Microsoft Office (Excel, Word, etc.)
· Must be able to effectively read, speak and write English 

· Be able to follow verbal and written instructions

· Flexible, adaptable and able to work in a multi-discipline machine shop

· Must be able to work in a fast-paced, growing, team environment.  

· Valid drivers’ license

· Must be reliable, dependable, and able to fulfill current shift requirements
VI.
Physical Requirements:
Must be able to sit/stand at computer for up to 8 hours a day

I am able to perform the essential duties of this position with or without a reasonable accommodation:

If an accommodation is needed please indicate here:
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