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    PURCHASING AGENT/SALES SUPPORT (Industrial) 
Job Description 

 
Reports To: Director of Purchasing, as well as receives direction from VP of Sales 
 
Status:   This is a full-time, non-exempt position 
 
Classification: Non-regulated/General 
 
Job Summary: 
 
Create, monitor and maintain purchase orders as directed or needed in a timely manner.  
Follow up and communicate with vendors to track the status of orders to achieve timely 
shipments and deliveries of product compliant with Tarr quality standards. 
 
Duties and Responsibilities: 
 

1. Creates, enters, and maintains Product Purchase Orders into ERP system. Sends 
purchase orders to vendors.  

2. Follows up for confirmation of Order Acceptance and availability. 
3. Records and maintain Supplier Product file in ERP system for product and freight 

costs. 
4. Supports other managers / departments with creation of Non-Inventory Purchase 

Order and documentation.    
5. Performs administrator responsibilities for eChempax CRM system.  
6. Addresses website inquiries or forwards inquiry to responsible party.  
7. Company internal liaison for website upgrades and maintenance with Webmaster.  
8. Monitors delivery status of purchase orders and communicates delays or other 

issues to Director of Purchasing, Operations, and Sales when appropriate.  
9. Maintains purchasing files including research and records of all purchases.    
10. Review of demand forecasts provided by Sales and adjusts Reorder Points, min / 

max, lead times as conditions warrant (Resource Planning) 
11. Process incoming requests from Tarr sales staff for sourcing product and 

obtaining quotes for product cost and transportation  
12. Member of New Product Setup process team. Initiates the New Product Setup 

process on behalf of Sales when a “New Product” is requested, is responsible for 
pricing of the product and entering the Customer Product File as well as making 
sure setup is completed in a timely manner for sales. 

13. Serve as backup to the Director of Purchasing. 
14. Must comply with all company safety, quality and environmental standards. 
15. Works within the Tarr Systems Manual built upon the framework of ISO 9001 

Quality Management System and Responsible Distribution Process requirements. 
16. Support the Company’s mission statement and corporate values. 
17. Performs other duties as assigned by management. 
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This description reflects the general details considered necessary to describe the principal 
functions of the job identified for the purpose of job evaluation.  It should not be 
construed as a detailed description of all work requirements that may be inherent in the 
job nor shall be construed as giving exclusive title to every function described. 
 
Qualifications: 
 

1. 2- 4 years experience working in a  purchasing role for a sales driven company 
preferred  

2. Demonstrated ability to learn software applications and spreadsheet processes and 
performing maintenance of production data files required.  

3. Intermediate to advanced skills with Excel, Word, PowerPoint, and Outlook e-
mail required.  

4. Proficiency with or at a minimum, demonstrate ability to learn business 
information reporting tools, including importing and exporting data between 
applications. 

5. Must have strong math skills. 
6. Ability to identify issues, requirements, and opportunities for improvement. 
7. Excellent communication skills both written and verbal and ability to work with 

variety of individuals at all levels internally and externally. 
8. Ability to work with little supervision while handling multiple priorities. 
9. Willingness to learn products Tarr sells with a strong interest in sales. 
10. Decisive, assertive, detail oriented, accurate, analytical, deadline-oriented.   
11. Must have well developed telephone skills and etiquette and present a high level 

of professionalism.  
 


