
  

 

 

Position Description 
Position Title  Purchasing Officer 
Location  39-45 Della Torre Road Moe Vic 3825 
Reports to  Operations Manager  
Employment status Full time  
 

Primary Objective 

The Purchasing Officer’s main objective will be: 
 To work in conjunction with other purchasing staff to meet the demands for stock 

inventory and job related materials. 
 Assist with the ongoing inventory maintenance of the ERP system (M1) to 

effectively ensure accuracy of item pricing, stock quantities and preferred 
suppliers. 

 Create and maintain good relationships with key suppliers to ensure product is 
high quality and delivered on time. 

Duties and Responsibilities  
 
Ordering. 
Assist with purchasing staff to maintained stocks / materials to sufficient levels via the 
various procurement replenishment methods: 

- MRP purchasing 
- Kanban 
- Consumable re-order lists. 
- Purchase requisitions 

 
Order tracking. 

 Track the status of any orders. 
 Follow up back order reports. 

Invoice Approval 

 Ensure that any invoice discrepancies are dealt with and resolved prior to 
sending them to accounts for payment. 

 
Stock Control. 
Assist with purchasing staff to maintained stocks / materials to sufficient levels.  
Participate in stock counts and stock control. 
 
 
Tenders 
Develop and review Supplier Tenders as required. 
 



  

 

 

Quality / Specifications: 
Assist with quality issues raised on all local and overseas purchasing.  
 
Communication / Goal Setting: 
Involvement in regular production meetings: General Toolbox, 5S, Lean etc 
Assistance to the Operations Manager to record KPI’s (key performance indicators). 
Report any shortcoming of achieving goals set, immediately upon obtaining knowledge. 
 
Continuous improvement: 
Ensures oneself along with other purchasing staff to work on continuous improvement to 
the management of inventory system and stock maintenance. 
Work with Teams/Management to ensure all Safety, Quality and continual improvements 
objectives are met and recommends methods of improvement. 
 
Training:           
Engage in training and coaching activities to help perform the role to the highest degree. 
 
 
Safety/ OHS/Culture/HR: 
Leads by example the safety culture and actively participates by offering suggestions to 
the OHS committee members. 
Always present yourself that reflects favourably on Safetech. 
Report all HR issues to management. 
 
 
Position Context: 
The Purchasing Officer is a member of a group of production employees, and interacts 
with Senior Management, Engineering, Sales, Admin, Warehousing and other personnel. 
This position while specifically accountable for purchasing activities also works with other 
members of the management/departmental team to cooperatively maximize our 
operational performance. 
 
Organisation Structure 
 
Your Supervisor’s Supervisor: Managing Director   
 
Your Supervisor: Operations Manager 
 
Your Position:  Officer 
 
Positions Reporting to your Position: Nil 
 
KNOW HOW, SKILLS AND KNOWLEDGE FOR THIS POSITION 
KNOW HOW = SKILLS ESSENTIAL TO THE JOB 
 
Formal Education: Preferred Education requirement to perform job competently: 
High school completion and warehouse qualification or subject to Operational 
Managers discretion. 



  

 

 

 
Training:  Training necessary/recommended to perform as fully competent in this job 
OH&S  
Knowledge of company product. 
General understanding and training in modern manufacturing approaches. (5S, Lean) 
Training in the operating systems, equipment and procedures the company uses. ( M1 
similar) 
Minimum 2 to 4 years’ experience in a purchasing. 
 
Other Skills: Other skills important in this role 
 
Ability to work effectively with teams and team members. 
Good communication at all levels 
Ability to identify problems or issues with the supplied product and resolving issues with 
the supplier.  
 
Authority:  
 
Discretionary use of company items aligned with company policies and procedures. 
 
Acknowledgement 

This job description has been designed to indicate the general nature and level of work 
for this role.   It is not designed to contain or be interpreted as a comprehensive list of all 
duties, responsibilities and qualifications required in this role and as such additional duties 
may be assigned as required.  


