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PURCHASING DIRECTOR 
Job Description 

 
Reports To: VP of Operations 
 
Supervises:   Purchasing and Sales Support  
 
Status:  This position is full-time, exempt status 
 
Classification: Non-regulated/General 
 
Job Summary: 
 
Provides purchasing administration for inventory products including maintenance of 
adequate inventory levels to meet demand.  Researches new suppliers.  Coordinates 
purchasing between various company locations.  Offers extremely high level of customer 
service to sales staff, operations and suppliers. 
 
Duties and Responsibilities: 
 

1. Analyzes existing supplier base and buying trends to investigate ways to grow the 
business through strategic partnerships with key suppliers as well as developing 
new supplier relationships to further expand upon our product lines.   

2. Takes a macro level look at the way products are sourced with the goal of 
indentifying better, more cost effective ways to procure the goods and services 
taken to the market. 

3. Sources new products based on Sales Organization requests. Works closely with 
sales managers to develop new business for the company and meet the needs of 
the customers through various purchasing methods and strategies. Considers the 
needs and requirements of the sales organization and the ultimate external 
customer, as part of providing quality service.  

4. Negotiates pricing and favorable purchasing terms with suppliers.  
5. Analyzes product demand history, for forecasting future needs.  Utilizes ERP 

system and system data extract tools. 
6. Monitors and maintains inventory min/max levels and reorder points for 

purchased items. 
7. Coordinates pulling together mixed truckload purchases. 
8. Performs the Buy Decision of what, when, and from whom. 
9. Secures quotes and handles logistics for inbound freight. 
10. Negotiates price support arrangements with suppliers and prepares monthly file 

back requests with suppliers for price support. 
11. Troubleshoots problems with deliveries of orders or quality of products with 

suppliers. 
12. Provides product cost changes to sales management to use in pricing products for 

sale.  
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13. Coordinates follow up on action items assigned to operations and sales to resolve 
slow moving inventory. 

14. Responds to supplier surveys and questionnaires 
15. Establish and maintain positive and professional relationship with suppliers. 
16. Supports overall Onmi-Chem development and interaction with other members. 
17. Considers facility and logistics constraints and resource availability from 

operations when making purchasing decisions. 
18. Must comply with all company safety, security, quality and environmental 

standards. 
19. Works within the Tarr System Manual built upon the framework of ISO 9001 

Quality Management System and Responsible Distribution Process requirements. 
20. Performs other duties as assigned by management. 

 
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. College degree in Business or Supply Chain Management (or related degree) OR 
10 years of related industry purchasing experience. Ability to demonstrate 
extensive industry and product knowledge a MUST.  

2. High level of “people skills” that are demonstrated 100% of the time, in all 
interactions. 

3. Basic chemistry understanding.  
4. Excellent verbal and written communication skills. 
5. Must possess creative thinking skills and be able to think outside the box.  
6. Must be a skilled, confident and effective negotiator.  
7. Must be self-starter and self-motivator. 
8. Must appropriately possess a sense of urgency when communicating with 

sales/suppliers/coworkers.  
9. Must have intermediate computer skills including word processing, spreadsheets, 

internet access, and integrated ERP software. 
10. Experience with setup and usage of procurement planning systems and processes. 
11. Must be flexible and able to handle multiple priorities within deadlines and 

remain calm under deadlines and pressure.  
12. Requires organizational skills. 
13. Must have professional appearance and positive, proactive attitude. 
14. Must be available for occasional travel to all Tarr locations, trainings and events.  
15. Ability to supervise support position.  

   
 


