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	Sample Job Description


This is a sample job description shared by a member and reviewed by MRA as an example based on the laws in effect at the time it was reviewed.  MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this document 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 the company's own use -- No further transmission or electronic distribution of this material is permitted. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation.
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	Sample Job Description Continued



Supply Chain Process Manager

Job Title:

Supply Chain Process Manager


Grade Level:

Job Code:







Date Created:


Department:







Date Updated:

Reports To:







Revision:


Position Summary:

Coordinate with minimal supervision all activities encompassing the creation and maintenance of the commodity teams and relationships which exists between the (company) and its supply base. Be consistent with all appropriate legal and regulatory requirements while keeping with the highest ethical standards. Ensure that all transactional activity is compliant with the terms and conditions of the appropriate contract. Ensure that the behavior of the procurement personnel is consistent with the overarching requirements of all relevant legal and regulatory requirements.  Provide Lean Manufacturing Support expertise to the Supply Chain segment of (company) as its supply base as well. Provide support for training initiatives as well as continuous improvement.

Job Responsibilities: 

1. Publish & maintain comprehensive purchasing policy & procedures which will offer minimum guidelines describing the basic functions of the individual/department and will describe the specific requirements of Sarbanes Oxley, ISO 9001, EPA, etc, as well as the basic contractual requirements as defined by the Uniform Commercial Code as interpreted by the company’s legal department.
2. Create templates and checklists to be used by the individual buyers to ensure legal and regulatory compliance.
3. Establish and conduct a compliance-training curriculum for buyers and purchasing management personal.
4. Review significant contracts, frame agreements for compliance.
5. Liaise with legal department on a regular and formal basis to ensure that all regulatory and contractual matters are current.
6. Stay abreast of all relevant legislation such as Sarbanes Oxley and ISO 9001 / 2000; publish bulletins as needed and alter policies as required.
7. Conduct Lean Manufacturing and 6 Sigma workshops for key suppliers.

8. Coordinate Cost Reduction activities for all divisions.

9. Perform other duties and responsibilities as required or requested.
COMPETENCIES

Job Skills Requirements:
· Broad knowledge of purchasing function concepts and of supplier commodity processes and practices.

· Well-developed written and verbal communication skills for report writing, presentations and interactions with diverse groups of people inside/outside of the corporation.

· Demonstrated broad knowledge and technical expertise in area of specialty or industry.

· Demonstrated proficiency with PC software (WP, spreadsheets) and EWS technology.

Education Requirements:

· Bachelor’s Degree in Business or related field or equivalent experience.

· Advanced degree strongly recommended.

Experience Requirements:

· Minimum of ten years of experience in area of specialty or industry.
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