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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued


From the MRA Resource Center


Buyer/Planner Assistant  

This position will report to the Production Supervisor/Planner and will be responsible for supporting production and purchasing functions to ensure product is shipped on-time and shipping targets are met.

Critical Tasks/Responsibilities:

Ensure suppliers deliver product as required to meet our delivery commitments while:

· Maintaining integrity of purchase order confirmed dates and pricing 

· Ensuring Customer Service is kept informed of any potential late shipments 

· Ensuring any inquiries from Customer Service are responded to in a timely manner

Success Criteria:

· Support an on-time delivery service of 98% or greater
· Assume tasks that are presently being done by the planners so they can successfully move into their new role as Production Supervisor/Planner

· Develop a strong cooperative working relationship with inside sales/customer service, suppliers, and production employees

Strong candidates will:

· have pleasant and professional phone etiquette
· be an effective, clear communicator to internal and external people – in both written and spoken form
· be tactful and respectful in dealing with others
· be aggressive in meeting objectives
· be able to work independently
· be resourceful
· have the ability to do basic math calculation and apply mathematical reasoning
Experience and Educational Requirements:

· Proficiency with Microsoft Office programs including: Outlook, Word, and Excel
· Experience with ERP system(s), preferably SAP R/3
· Experience successfully working in a manufacturing environment
· A minimum of a High school diploma or GED
Interested:  Apply online at website@company.com
This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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