
   
 

 

JOB TITLE:  Purchasing Supervisor 

 

DEPARTMENT:  Business Operations Department 

LOCATION: 2160 Old Selma Road 

NORMAL WORKING HOURS:  7:00 AM to 3:30 PM 

REPORTS TO:  Business Operations Manager 

POSITIONS SUPERVISED:   1-2 Warehouse Associates 
 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 
1. Performs purchasing of raw materials and equipment necessary to produce products and other goods; 

solicits current and potential vendors using TAC computer system. 
2. Obtains, negotiates, and assists in reviews of government and private sector contracts to assure 

compliance for all materials purchased. 
3. Coordinates inventory and provides materials required to production for all production contracts. 
4. The purchasing supervisor oversees the inventory receiving process. In addition, it is their responsibility to 

verify all incoming goods matching all incoming receiving documents. 
5. All discrepant incoming shipments to be resolved by purchasing manager working with vendor or customer. 
6. The purchasing supervisor tells warehouse staff where the items should be stored or alerts warehouse staff 

to use scanner for computerized locations. 
7. Responsible to assure pick-up and delivery dates for ordered materials are met. 
8. Generates reports on vendor performance; procures new vendors for supplies and provides samples as 

required for various contracts for review. 
9. Year end inventory processing and reporting is required each year; this is requiring coordination of a full 

physical inventory by assigned staff the last two weeks of each year.  
10. Makes price comparisons and generates requisitions with items and quantities to strive to keep cost down, 

but also maintain long-term quality vendors with on-time delivery outcomes. 
11. Assists in development of annual budget requests for the department. 
12. Assist in maintaining a Finish Goods stock inventory is accurate and identified. Will also monitor that stock 

is handled as FIFO to fulfill customer orders.  
13. Will have staff complete cycle-counting of inventory on weekly basis in multiple locations/facilities.  
14. Maintain work area in a clean organized and safe condition. 
15. Familiar with warehouse operations and equipment, pallet jack, Pallet wrapper, and weigh count scales. 
16. May assist in other tasks as related to Operations Dept. 
17. Generates reports as needed. 
18. Attends meetings and in-service training; may conduct tours; performs other related duties as required. 

  
QUALIFICATIONS / REQUIREMENTS: 

1. Satisfactory physical examination including work-related lifting test after Offer-of-Hire 
2. Negative results of a Two-Step Mantoux TB Test and drug screening. 
3. Satisfactory results of Local and State Records background check. 
4. Valid State driver’s license. 

 

EDUCATION/TRAINING/EXPERIENCE: 
1. High School diploma, required 
2. Associate Degree in Business, preferred 
3. 2 years experience in Materials Management or Supply Chain Management 
4. Computer skills to include MS Office Suite, Advanced skills in Excel, moderate skills in word.   
5. Proficient in high accuracy of data entry in Vertex or related date entry systems. 

 

RELATED FUNCTIONS, DUTIES & RESPONSIBILITIES:  
1. Maintains confidentiality 
2. Maintains the chain of command 
3. Demonstrates and maintains regular attendance per work schedule 
4. Is aware of and adheres to Associate/Apprentice Handbook and department rules and directives 

          5. Provides accurate and timely records as required by the position 
6.      Serves on various committees 
 

If you would like to apply please come to 2160 Old Selma Rd, Springfield OH 45505 and fill out a 

paper application or apply online at www.tacind.com under careers.  

 

http://www.tacind.com/

