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POSITION DESCRIPTION 
 

Purchasing Agent  
 

DIVISION:  TSI                                                                                                  DEPT:  Purchasing 

JOB GROUP: JOB CLASSIFICATION:   Exempt     Non-Exempt 

                                               Full-time   Part-Time 

DATE OF ISSUE:    6/8/04                                                       DATE OF REVISION:  12/9/2010 

 

DEPARTMENT HEAD’S AUTHORIZATION INTITIALS: _______________________________  DATE: ___________ 

 

 

 

____________________________________________        ______________________________________         __________ 

Supervisor’s Authorization Signature                        Employee Acknowledgment Of Receipt                  Date 

 

SCOPE OF POSITION: Reporting to the Purchasing Manager, acts as a Purchasing Agent for TSI in procurement of 

assigned commodities.  
 

BASIC FUNCTION:  As Purchasing Agent, ensures timely, accurate, cost effective, complete and efficient purchasing 

functions and related activities.  Participates directly in day-to-day purchasing activities and support functions as required. 
 

ESSENTIAL FUNCTIONS:  

1. Promotes and maintains a flexible, cooperative, positive, team oriented attitude with internal and external customers. 

2. Projects and maintains a professional, courteous, efficient/effective disposition with vendors, clients and guests. 

3. Communicates with management areas of concern, issues, etc. warranting their knowledge, action and/or resolution. 

4. Assists Purchasing Manager in establishing department procedures, processes and policies. 

5. Establishes and maintains accurate files, records and databases within assigned areas of responsibility including: 

a. Use order and line points and forecasting tools within our purchasing system. 

b. Maintain current system pricing. 

c. Perform product and line maintenance. 

6. Develops and remains technical competent for HVAC equipment, supplies and services.  Takes initiative to stay abreast of 

industry trends and is pro-active in maintaining professional development to fulfill job duties and responsibilities. 

7. Effectively negotiate with suppliers to secure the best value and quality for TSI and our customers. 

8. Audits and analyzes assigned commodities to determine cost efficiency and profitability.  Communicates concerns and 

provides corrective action in a timely manner. 

9. Monitors inventory to identify slow moving items and implements appropriate corrective action. 

10. Audits vendor invoices for accuracy.  Ensures corrections are implemented in a timely manner. 

11. Working with Sales/Marketing, develops inventory stocking/ordering plans to support sales initiatives. 

12. Proactive in looking for new products and product sources, which can benefit TSI and our customers.  Evaluates new 

products and reports suggested action to purchasing manager.  Sets up approved new product lines and ensure they are 

successfully implemented into TSI. 

13. Enter direct sales orders, related purchase orders, receipt of purchase orders and invoicing of sales orders. 

14. Utilize the suppliers’ business system to manage product availability, order entry, delivery dates, etc. 

15. Ensures timely, accurate, proper records, files, databases, etc. are developed and maintained for assigned areas of 

responsibility  

16. Travel to customers and our vendors as may be required. 

17. Ability to stay current with assigned commodity areas and meet professional development needs. 

18. Performs other duties as assigned. 

 
 
 
 
 

POSITION REQUIREMENTS/SKILLS: 

1. Excellent written and verbal communication, negotiation, attention to detail and follow through skills. 



. 

 

2. Sound knowledge of general purchasing practices and procedures. 

3. Previous experience as a buyer/purchasing agent desired.  HVAC experience a plus. 

4. Work effectively and efficiently as a team member to our purchasing department and company.                                                                                                                                                         

5. Able to work accurately and efficiently with numbers. 

6. Is a self-starter and work under minimal directions/supervision. 

7. Able to juggle multi-priorities and provide purchasing support to both internal and external customers. 

8. Able to handle information in a responsible and confidential manner. 

9. Project and maintain a professional business image and demeanor at all times. 

10. Proficient basic PC skills with ability to use our mainframe related software. (Knowledge of Microsoft Office Products 

desired.) 
 

EQUIPMENT/TOOLS OPERATED: 

Proficient skill in operation of standard office equipment such as fax, multi-phone line equipment, PC and their related 

equipment, copy machine, calculator, printers, mail related equipment. 
 

PHYSICAL/ENVIRONMENTAL FACTORS: See physical/environmental sheet attached. 

 



 

 

 
POSITION SPECIFIC PHYSICAL DEMANDS & 

ENVIRONMENTAL FACTORS SHEET 
 

JobTitle:  Purchasing Agent Issued on:  10/1/99 

 

Revised on:  

 LEVEL OF PHYSICAL DEMAND  

 Occasional Frequent Constant COMMENTS 

 

PHYSICAL 

ACTIVITY 

 

0-33% of Time 
(1-100 Repetitions) 

 

34-66% of Time 
(101-500 Repetitions) 

 

67-100% of time 
(500 + Repetitions) 

If applicable, indicate weight factors: Average Weight (Avg.) 

and Maximum Weight  (Max.). Do not list if mechanical/lifting 

equipment is used. 

(Use back of page if required.) 

Sitting   X  

Standing X    

Walking  X   
Lifting X   Avg. = 1 lbs.  Max. = 5 lbs.  
Carrying X   Avg. = 1 lbs.  Max. = 5 lbs.  
Twisting X    
Climbing    Describe heights:  

Reaching X    
Kneeling     
Crouching/Squatting     
Crawling     
Pushing    Avg. = (   ) lbs.  Max. = (   ) lbs.  
Pulling    Avg. = (   ) lbs.  Max. = (   ) lbs.  
Repetitive Motion   X  
Balancing     

PC Monitoring   X  

Data Entry  X   
Other:     

Check Environment:                 Office Environment          Warehouse/Dock       Driving     Confined Space      Heights 

Check Environmental factors:  Temperature Extremes    External Weather Element             Dust             Other: ____________   

Additional Comments:   
 


