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	Title
	 Junior Buyer 

	Band
	Individual Contributor – Professional

	Grade
	P1 – Immediate

	Job Family
	 OPSU.P1          

	Reporting To
	  Senior Buyer         

	Location
	 Hastings/ Oakdale 

	Date Written/Revised
	02nd December 2025  

	Benchmark Job (For HR Use)
	


	Position Objective

	As part of the General Dynamics Mission Systems Supply Chain Team, the Junior Buyer will support the procurement of electronic components, mechanical, and related materials. Assist in sourcing, negotiating, forecasting, and maintaining supplier relationships to ensure availability, cost-effectiveness, and quality of goods.


	Generic Level Description

	General Accountabilities
	Applies academic knowledge to job/role accountabilities; provides support on specific portions of larger projects/work assignments

	Supervision Required or Provided to Others
	Works under general supervision; begins to put forward ideas on how work assignments can be executed; receives detailed instructions on new projects or assignments.

	Complexity
	Works on problems of moderate scope where analysis of situations or data requires a review of a variety of factors. Exercises judgment within defined procedures and practices to determine appropriate action.

	Knowledge and Technical Expertise
	Developing professional expertise; applies company policies and procedures to resolve a variety of issues.  Applies knowledge/skills to a variety of standard day to day activities.  Deepens knowledge/skills in one area or broadens ability over a variety of skills.  

	Problem Solving
	Identifies the problem and all relevant issues in straightforward situations; generates possible solutions, assesses each using standard procedures and makes a sound decision

	Planning & Organizing
	Prioritizes and organizes own work to deliver to agreed deadlines.

	Project Management Accountabilities
	Begins to manage projects; may be asked to review work delivered by external suppliers

	Decision Making and Autonomy
	Works independently on details of assignments, but has limited decision-making authority; most decisions made or guided by immediate supervisor

	Client/Business Orientation
	Becomes more self-directed in dealing with internal and external clients and responds to requests in non-standard situations, investigating all the facts.  Understands the key business drivers; uses this knowledge to focus on own work.  Works to control costs related to own work.

	Communication, Negotiation and Influencing
	Probes and listens carefully, presents information clearly and in appropriate style, makes technical information clear, persuades others in straightforward situations.

	Leadership Requirements
	Takes initiative in learning about the organization, and develops external contacts; actively seeks information and guidance to improve own performance; contributes as a team member, and takes responsibility for own work commitments

	Key Contacts
	Builds internal relationships with others outside of own work group or team particularly with internal customers; begins to interact with external contacts on own; begins to initiate information exchanges


	Discipline Description

	Responsibilities Include
	· Support sourcing and pricing of electrical and mechanical items to provide best price, to the right specification and time scales.

· Build good relationships with suppliers to negotiate costs, terms, and delivery schedules.

· Support component availability risks and management plans.

· Interacting with engineering departments for alternative components identification.

· Provides inputs into procurement decisions including make/buy, source selection and supplier qualification.

· Raising of requisitions.

· Raising Purchase Orders and maintaining accurate records

· Manage exceptions and expedite PO deliveries.

· Undertaking supplier ‘due diligence’ and approved vendor listing process.
· Support commodity buying when required


	Knowledge, Skills & Abilities

	Required Skills & Abilities
	· Purchasing knowledge/experience preferable but not essential

· ERP/MRP experience preferable but not essential
· Strong interpersonal, relationship building and communication skills
· Good analytical skills
· Negotiation skills


	Education & Experience

	Required Education & Experience
	· Working towards degree level education or equivalent experience desirable
· Preferably knowledge of electronic and mechanical component procurement desirable
· Good knowledge of Excel and other Microsoft packages
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