
 

 
 
Job Title:    Purchasing Manager 
Department:    Administration 
Reports To:    Operations Manager 
FLSA Status:  Exempt 
Prepared By:  Steve Halfaker  
Date:   November 13, 2020 
 

The Purchasing Manager utilizes product and supplier base knowledge and experience to 

provide daily management of suppliers for all OEM and MRO ordered parts and supplies which 

includes ordering, confirmations and price verification, expediting, receiving, inventory location 

identification and count, and vendor return authorizations and evaluations.  Leveraging strong 

organizational and negotiation skills, this position works to provide the right part at the right 

place, at the right time, and at the right value.  This is accomplished through collaboration with 

Sales, Engineering, Manufacturing, and Management where together we serve customers in the 

aluminum die casting and industrial manufacturing industries within North America.   

Responsibilities: 
 

 Negotiate prices, credit terms, discounts and delivery arrangements with suppliers to 
obtain best overall value – price, delivery, and service 

 Purchase items with the goal for them to arrive Just-In-Time (JIT) where possible – the 
right part at the right place at the right time at the right price 

 Review project material requirements and issue P.O.s with receiving dates to coincide 
with project timeline needs to maximize JIT delivery 

 Maintain accurate part data within Inflow – Vendor Info, RYOEI Part #, Mfg Part #, 
Description, Lead Time, Cost, and Qty Discounts 

 Establish and monitor inventory stocking and reorder levels to eliminate out of stock 
conditions 

 Proactively track, monitor, and maintain Purchase Order delivery dates with updates 
provided to Project Management, Engineering, and Manufacturing to minimize impact 
on production schedules 

 Communicate with, monitor, evaluate, and measure vendor performance to ascertain 
their ability to meet ongoing company requirements, goals and objectives 

 Measure and track cost savings and cost containment and report monthly with an 
overall savings goal of >5% from estimated project material costs 

 Research and seek out new vendors for materials and services 



 

 Seek out and obtain material return authorizations when possible to reduce costs and 
eliminate components sitting around that are not valued as inventory 

 Supports Accounting by resolving invoicing discrepancies 

 Assists Sales in developing RFQs by sourcing components and providing cost and lead 
times 

 Assists Project Managers in the research of finding alternative suppliers who will provide 
the required service, material or part in the time frame required to maintain a project 
schedule 

 Adhere to all company policies 

 Ensure that all business activities and transactions are performed with the highest 
ethical standards 

 
Competencies: 
 

 Solid understanding of purchasing and negotiating principles 

 Understanding of manufacturing practices and related material planning concepts 

 Proven strong and professional communication skills, verbal and written 

 Ability to simultaneously problem solve multiple procurement needs requiring quick 
results  

 Ability to work collaboratively with others in a cross functional team atmosphere 

 Ability to organize and prioritize the workload, meet deadlines, and work effectively 
with minimal direction 

 Demonstrated computer skills working within an ERP/MRP system and with  MS Office 
applications with an emphasis on Excel, Outlook, and Word 

 
Requirements: 
 

 Minimum 3+ years in a procurement position within the automotive or industrial 
manufacturing industry 

 Certification in procurement a plus 

 Bilingual – English and Japanese a plus 

 

 



 

Physical Demands: 

The physical demands described here are representative of those that must be met by an 

employee to successfully perform the general duties of this job. While performing the duties of 

this job the employee is regularly required to stand, walk, sit, and to use enough hand, arm, and 

finger dexterity to operate computer equipment. Requires physical work associated moving 

received goods including lifting to 25 lbs. and sitting at a computer for the majority of work 

hours.  Requires visual acuity to read words and numbers. Requires speaking and hearing ability 

to communicate in person and over the phone.  

Work environment  

The work environment characteristics are those generally associated with an office, conference 

room, and manufacturing settings. 

Employment Statement  

Nothing in this job description restricts RYOEI USA’s right to assign or reassign duties and 

responsibilities to this job at any time. All terms and conditions of RYOEI USA’s at-will 

employment, duties, and responsibilities are subject to the RYOEI USA’s Employee Handbook.  

Work Hours 

This is a full-time position. Hours will vary based upon needs and will include evening and 
weekend hours as required. 
 
Salary and Compensation 

 This is a salaried based position. The starting pay will be commensurate with the 
qualifications and experience of the candidate.  

 Benefits include paid vacation and recognized holidays, health care benefits, and travel 
reimbursement. 

RYOEI USA, Inc. is an Equal Opportunity Employer. 


