
Pinnacle technology group vision is to become a world class electronic manufacturing firm that provides a seamless supply chain that is customer oriented and transcends traditional communications and empower true customer collaboration.
Reports To:
Supply Chain ( VP) 
Work Hours
8am-5pm

ESSENTIAL DUTIES:

· Work under the supervision of the Supply Chain manager or lead buyer.

· No supervision is exercised in this position.

· Using excellent customer service, establish and maintain effective working relationships with other employees.

Performs purchasing functions including:

· Solicits bids, analyzes, uploads quotations received, and selects or recommends suppliers.

· Purchase electronics, MRO and other assigned commodities
· Responsible for obtaining bids and placing orders for supplies, materials, services and equipment.

· Negotiates pricing and delivery with key electronics vendors, supports the qualification of new suppliers and plans inventory levels accordingly.

· Responsible for assuring that purchase orders are placed and that deliveries are scheduled and maintained in order to meet production requirements.

· Participate in and may lead supplier selection, qualification, evaluation and re-evaluation for new and current suppliers.
· Conduct product research and schedules to determine the technical specifications suitable to meet Pinnacles needs 

· Ability to utilize the Internet for research.

· Expedite deliveries and conducts follow-up procedures when necessary.

· Receive bids, analyzes for responsiveness, award bid in conjunction with supply chain manager

· Must keep management, inter-department customers, and suppliers fully and timely informed of pertinent activities that affect spending, cost, logistics and customer requirements

· Preside at meetings and conferences representing purchasing interest for the designated areas of responsibilities including pre-construction and pre-bid conferences.

· Must be able to manage a heavy workload under pressure with tight deadlines.

· Resolve purchase order and invoice differences with suppliers, as to wrong deliveries, payments, invoices, credits, payment terms, and duplicate billings.

· Assist Supply Chain Manager in purchasing, negotiating contracts for items, materials, or services of a technical and specialized nature.

Experience
· PC experience with Microsoft Office products or equivalent in order to be able to develop spreadsheets, maintain databases outside the Company ERP system and create general reporting. 

· Strong negotiation skills

· Broad understanding of Manufacturing Operations

· Strong understanding of purchasing materials/supplies, equipment and services

· Must have analytical, problem solving, and team building skills

· MRP experience is required

· Multi-tasking capabilities

· Ability to interact with upper management and work within a team environment 

.

Pinnacle Technology Group


Job Description


Engineering Service Buyer 2











