Job Title:


Buyer


Position # 


C-681
Department/Division: 
Elevators & Escalators 
Company:


Mitsubishi Electric & Electronics USA, Inc.

Location:


San Diego, CA
Position Summary: 
Under limited supervision responsible for placing purchase orders with approved vendors for all material, machinery, equipment, tools, parts, and other supplies or services necessary for the operation of the organization.

The essential functions of the position include, but are not limited to the following: 

· Receives and reviews purchase requisitions.

· Reviews all sources of data and forecast demand.

· Issue purchase orders to satisfy demand.

· Interviews vendors to obtain information concerning products/service, price, ability of vendor to produce product/service, and delivery date.

· Estimates value according to knowledge of market price.

· Reviews bid proposals from vendors; enters in contracts within budgetary limitations.

· Maintains records of purchased items, cost, delivery, performance, and inventory.

· Discusses defects with quality control/inspection personnel to determine source of defect; initiates corrective action.

· Approves bills for payment.

· Establishes procedures to perform tasks that are routine in nature.

The non-essential functions of the position include, but are not limited to the following:

· Performs other job functions as assigned.

Experience/Training:

· Bachelor’s Degree or equivalent.

· Working knowledge of Microsoft Access, Excel, and Word.  Data base management skills a plus.

· Hands-on experience with a Materials Requirements system or program.  Understanding of principles such as Demand triggers, Stocking levels & reorder points, Carrying costs, and Ordering methods. Capable of creating internal system.

· Overall business and contract knowledge.

· CPSM (formerly CPM) and/or APICS certification a plus.

· Strong oral and written communication skills.

Management retains the discretion to add to or change the duties of the position at any time.
To apply, send your resume by:

FAX to:

(714) 229-3830

Email to:

hr@meus.mea.com

