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    SALES / PURCHASING SUPPORT 

Job Description 

 

Reports To: Purchasing Manager 

 

Status:   This is a full-time, non-exempt position 

 

Classification: Non-regulated/General 

 

Job Summary: 

 

Maintain customer pricing information in ERP system including price exceptions.  

Coordinates Global price changes and supports Outside Sales Staff.  Position enters 

product purchase orders into ERP system under the direction of Purchasing Manager. 

 

Duties and Responsibilities: 

 

1. Works in conjunction with Outside Sales Staff and under the direction of the 

General Manager(s) and Purchasing Manager 

2. Assists General Manager with sales and marketing efforts to include research and 

analysis.  

3. Enters Purchase Orders into ERP system under direction of Purchasing Manager. 

4. Maintains purchasing files including research and records of all purchases. 

5. Maintains the price exception information in ERP system for the Sales 

department.    

6. Assists sales staff with maintaining price quotes and communicating price 

changes.  Including price promotions and price support tracking. 

7. Loads global price changes and maintains Book Prices in ERP system for 

chemicals and solvents products as directed by General Manager(s). 

8. Daily rack pricing and price quotes for fuel.   

9. Provides demand planning forecasts to Purchasing Manager. 

10. Extracts data for price exception and sales analysis reporting for Sales 

department. 

11. Must comply with all company safety, quality and environmental standards. 

12. Works within the Tarr Systems Manual built upon the framework of ISO 9001 

Quality Management System and Responsible Distribution Process requirements. 

13. Support the Company’s mission statement and corporate values. 

14. 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. 
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Qualifications: 

 

1. 2- 4 years experience working in a sales/marketing or 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. Experience with SAGE 

preferred. 

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 such as Crystal Reports, sequel queries, and other 

database / access tools.  

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.  
 


