
 

 

Job Title: Purchasing Assistant 

Department/Location: Purchasing 

Reporting To: Purchasing Manager 

Purpose of Role: 
(Why does the role exist? 

A short sentence that captures 

this.) 
 

To supply materials and services for on-going production and new product 
development, on-board new suppliers and support compliance activity. 

Role Summary: 
What is the scope of the role 

(A few bullet points that provide 

an overview of role, and how it 

links into/supports 

departmental/business 

strategy.)  

 

 Generate purchase orders for assigned spend groups in Elcometer’s 
ERP system to meet manufacturing requirements. 

 Maintain ERP records with updated supplier price lists, order 
acknowledgements and expediting. 

 Actively maintain the supplier appraisal system, creating new suppliers 
and maintaining records for certification and compliance. 

 Compile data in Excel to report on material prices, stock levels and ad 
hoc reports to support effective purchasing. 

 

Key Accountabilities 

and Responsibilities: 

 

 Responsible for placing orders in accordance with Financial Regulations 
for inventory and non-inventory goods and services. 

 Maintain Planning Parameters for assigned areas of responsibility. 

 Ensure that order confirmations are maintained for the Purchasing Team 
and any due date alterations are reflected in the ERP system.   

 Expedite overdue purchase orders and update the ERP.   

 Communicate effectively with the Planning Team so that any part or 
material availability issues are resolved or reflected in the production 
schedules. 

 Issue open order book summaries to suppliers and update ERP to 
maintain on time and in full deliveries. 

 Periodic review of aged open orders for non-inventory items, liaise with 
the requestor and receive/close orders accordingly. 

 Actively maintain the supplier appraisal system, through supplier on 
boarding of new suppliers and maintenance of supplier records for 
expiring certificates and accreditation. 

 Extract data from the ERP and compile reports in Excel to identify 
opportunities for stock reduction, improvements and efficiencies. 

 Provide support within the Purchasing Team. 
 



 

 

Role Objectives & Measures  

 

 

Key Deliverables: 
 

Objectives which are SMART: 

Specific 

Measurable 

Achievable/Agreed 

Realistic 

Time-bound  

 

 The requirements of the role are primarily driven by Elcometer’s ERP 
and allocated by Buyer workbench. 

 Purchase orders are to be raised on time and within agreed PPV. 

 Supplier appraisal processes and information meets ISO9001/14001 
requirements. 

 Monthly reporting provided within five working days of month end. 
 

Performance 

Indicators: 
(Measures by which the 

individuals’ performance will be 

monitored and assessed) 

 

 Part Availability - The quantity of shortages preventing planned jobs from 
being released in to manufacturing. 

 Purchase Price Variance – measures the actual purchased product price 
and the standard product price as a value and percentage. 

 Overdue Order Value and Age - The value of any overdue order line will 
be multiplied by the number of days it is overdue to give a pound day’s 
late figure. 

 Supplier Compliance – The number of supplier records that have 
expired, as a percentage of the total number of suppliers. 

 

Measures of Success: 
(Indicators that show impact on 

department and organisation)  

 

 

 Shortages to Manufacturing are less than the target set for the 
Purchasing Team. 

 PPV is within the target set for the Purchasing Team. 

 Supplier compliance within agreed target. 

 



Person Specification 

 

 Essential Desirable 

Qualifications/Education 

& Training 

 Educated to GCSE standard, to 
include English and Mathematics. 

 Studying CIPS. 

 Evidence of training in 
Microsoft Excel. 

Experience 

 

 

 
 

 Minimum of 12 months proven 
work experience in comparable 
roles. 
 

 Previous experience in a 
purchasing or manufacturing 
environment.  

 Experience of ERP/MRP 
systems. 

 Customer service skills. 
 

Skills & Competencies 

 

 Good verbal and written 
communication skills. 

 Good knowledge and application 
of Microsoft Office, particularly 
Excel and use of V-Look up and 
Pivot table functions.  

 Excellent organisational and 
planning skills. 

 Excellent attention to detail. 

 The ability to liaise with others and 
tailor communication style. 
 

 Experience of ERP/MRP 
systems, particularly Epicor. 
 

Personal Attributes 

 

 Eager to learn and develop skills. 

 Attention to detail. 

 Analytical skills. 

 Strong organisational skills with 
the ability to work to deadlines. 

 Excellent verbal and written 
communication skills. 

 Team player, yet motivated when 
working on own initiative. 

 

 

 


