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Procurement Specialist 
JOB PURPOSE AND REPORTING STRUCTURE:  Under the direction of the Director of Customer Experience, the Procurement Specialist will be responsible for the team's successful engagement with vendor partners for the purchase of custom and standard furniture, construction materials, general commercial and household moving materials and tools, general services and office supplies, and Office Moving Alliance registrations.    
The Procurement Specialist will be working in our Microsoft Business Central Enterprise Resource Planning system and other integrated applications. We are looking for a candidate who is customer focused, collaborative, communicates effectively, ensures accountability, and optimizes work processes to meet our business objectives and for our customer’s success. 
Our business is fast paced and complex, our team and customers demand excellence; as such, the candidate must build strong team and vendor relationships. Success in this position also requires that the candidate hold their self and others accountable to meet internal and external commitments. They must work collaboratively across all functional areas internally as well as with our vendors partners. Effective communication across the business is essential for our customer’s success as well as our business’ success.
ESSENTIAL DUTIES AND RESPONSIBILITIES:
· Execute daily procurement responsibilities to support our overall business needs

· Manage day to day interaction with all vendors on open purchase orders
· Understand vendor purchasing requirements regarding deposits, purchase orders and final payments

· Prompt and accurate order entry and purchase order creation to vendors as required
· Daily system data entry, modifications and maintenance in open jobs and purchase orders

· Coordinate any shipment of materials between vendors for final product assembly or project timeline
· Confirm vendor order acknowledgments align with purchase order material specifications, quantities, costs, and lead times in design ledger, construction quotes and vendor quotations
· Monitor and negotiate vendor delivery dates and lead times to meet our business requirements
· Identify issues/concerns throughout the purchase order execution

· Plan and execute initiatives to support vendor processes on a daily basis for the goal of 100% on-time delivery

· Expedite parts and/or material shortages and past-due items as needed

· Manage material flow to meet customer expected installation dates while limiting warehouse dwell time

· Communicate vendor delivery date changes, product changes or challenges to Project Management, Design Team and other internal departments
· Track open purchase orders and reconcile received product against ordered product

· Facilitate and confirm direct ship to site or storage product deliveries with necessary parties including internal warehouse receiving and operations staff and customers
· Ensure bill of ladings and packing slips are received and filed electronically
· Confirm receipt of all vendor invoices for each project and communicate with Project Management team members for timely job close out and month-end accounting practices
· Help resolve furniture and material quality issues such as manufacturing defects and/or freight damage, initiate non-conformance reports
· Work with Construction Team and Project Managers on reconciling vendor quotes, materials delivered to site, work completed onsite with vendor invoices to properly invoice customers and closeout projects in a timely manner 

· Work with Project Managers and Design on project punch lists of missing or damaged items

· Communicate with Project Managers and Design with any customer change requests on current orders to update purchase orders or specifications as needed 
· In collaboration with Project Managers, update project pricing for any change orders or project adders 

ADDITIONAL RESPONSIBILITIES AS NEEDED:
· Set up new vendors as needed with assistance from accounting 
· Work with accounting team on any pricing or invoicing discrepancies to ensure accurate closure on projects
· Work with cross functional teams to improve supply chain key objectives and metrics such as vendor on-time delivery, inventory dwell time and cost.

· Assist with documenting departmental processes and standards
· Help with evaluating supplier performance 

· Inquire and generate vendor quotes as needed for team members

BASIC QUALIFICATIONS: 

· High School diploma or equivalent required
· Minimum of three years of buying experience

· Proficiency with Microsoft Outlook, Excel and Word 

· Excellent communication skills both written and verbal

· Aptitude for numbers with strong analytical and decision-making skills

· Strong planning and organizational skills

· Team player, able to work with others and problem solver
PREFERRED QUALIFICATIONS: 

· College degree

· Five years of general buying experience

· Construction materials buying experience

· Microsoft Business Central 365 experience
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