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	Title
	 Junior Buyer

	Band
	Individual Contributor – Professional

	Grade
	P1 – Entry

	Job Family
	OPSU.P2

	Reporting To
	 

	Location
	 Hastings Based - Hybrid 

	Date Written/Revised
	 15/02/2024  

	Benchmark Job (For HR Use)
	


	Position Objective

	The Buyer will support Air and Naval bids manufacturing and development activities to provide sourcing and pricing for electronic and mechanical components. To work with closely with the supply chain team the Junior Buyer will provide sourcing and pricing for electronic and mechanical components. The role will support commodity procurement and development programmes, supplier negotiation cost down and supporting general programmes procurement requirements in achieving value for money to our customers


	Generic Level Description

	General Accountabilities
	Learns job/role requirements; begins to apply academic knowledge to job/role accountabilities

	Supervision Required or Provided to Others
	Works under close supervision, and requires significant direction on how assignments are to be executed

	Complexity
	Works on problems of limited scope. Follows standard practices and procedures in analyzing situations or data from which answers can be readily obtained.

	Knowledge and Technical Expertise
	Learns to apply company policies and procedures to resolve routine issues.   Able to apply basic knowledge/skills to own work.  Develops skills in basic theories, practices and procedures in one skill area through formal training.  

	Problem Solving
	Uses existing, clearly defined procedures to solve routine problems; applies limited judgment and discretion

	Planning & Organizing
	Organizes own time to deliver against tasks set by others, with a short term horizon

	Project Management Accountabilities
	Carries out assignments within well-defined practices, procedures and approaches

	Decision Making and Autonomy
	Limited decision-making authority and autonomy; predominantly takes direction from others

	Client/Business Orientation
	Is introduced to the basic needs of the internal and external client and responds to standard requests.  Understands relationship between work processes and the business but horizons limited to own team.  Is aware of costs related to own work.

	Communication, Negotiation and Influencing
	Asks questions, checks for understanding, provides explanation clearly and precisely.

	Leadership Requirements
	Establishes co-operative relationships to work effectively with colleagues; supports others and participates as a team member, carrying out duties as directed

	Key Contacts
	Deals directly with immediate supervisor, co-workers and team members; engages in routine exchanges of information; interactions with external contacts, if applicable, would be monitored

	Physical Effort 
	Little chance of injury. Duties may involve sitting, standing, keyboarding with frequent flexible breaks.

	Working Conditions


	Standard Office Environment. May be required to travel and/or have overnight trips.  Hours worked may exceed regular schedule.


	Discipline Description

	Responsibilities Include

	· Assisting in sourcing and pricing electrical and mechanical items to provide best price, to the right specification and time scales.

· Raising of purchase orders and ensuring adherence to delivery date

· Raising purchase orders and purchase requisitions within Oracle ERP system in accordance with suggested orders
· Expediting outstanding Purchase Orders

· Maintain accurate and timely updates in Oracle

· Negotiates and with various suppliers 
· Ensures all communications regarding material status is being generated, presented and distributed to appropriate personnel

· Troubleshoots supplier issues / problems and assists with resolution (lead time, drawing issues, etc)
· Provides input into associated component availability risks and management plans.

· Provides input into long lead procurements to support AWAR 
· Undertake analysis of material allocation and obsolescence management


	Knowledge, Skills & Abilities

	Required Skills & Abilities

	· Purchasing experience with in electro-mechanical manufacturing.

· ERP/MRP experience

· Negotiation and cost management experience

· Strong interpersonal and communication skills both written and verbal

· Good reporting skills

· Good analytical skills
· Good negotiation skills


	Education & Experience

	Required Education & Experience
	· Degree level education or Equivalent Experience

· Preferably experience in electronic and mechanical component procurement 

· CIPS Qualification desirable

· Understanding of procurement activities
· Understanding of ERP systems

· Good knowledge of Excel and other Microsoft packages 
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