
Purchasing Coordinator – San Antonio

Position Description

ADMINISTRATIVE RELATIONSHIP
Title:
Purchasing Coordinator – San Antonio

Reports to:
Purchasing Manager

JOB SPECIFICS

Classification:

Full Time

Compensation:
Salary 

Schedule:

Monday – Friday 

Benefits:

Full benefit package (medical, dental, 401(k), etc.)

OBJECTIVE

Responsible for the support of construction personnel in all purchasing and budgeting activities, and the coordination of these processes with sales, operations, vendors, and accounting.

DUTIES AND RESPONSIBILTIES:

Cost Establishment:

· Obtain labor bids/budgets from the field and from vendors, enter data, verify accuracy and maintain information.

· Obtain material takeoffs from estimators and from vendors, enter data, verify accuracy and maintain information.

· Establish and maintain labor and material costs for all plan options and option catalog items.

· Assist construction personnel in identifying opportunities to improve takeoffs and budgets based on short orders.

· Coordinate cost establishment process between the field and vendors to achieve the goals of having budgets entered and checked for accuracy within two weeks for plan revisions and four weeks for new plans.

Expediting:

· Create initial work orders and purchase orders for all construction starts via the preliminary purchasing report (PPR) with budgets customized for the appropriate exit strategy information.  Verify margin on PPR is consistent with program outline and review any exceptions with manager. 

· Update and customize orders as necessary throughout the construction process for selection items such as brick, granite, and appliances.

· Process all requests from the field for extra material by entering and creating short order PO’s (SOPO’s) and expedite the receipt of material by communication with vendors by e-mail/ “Buzzsaw”.

· Process change orders requested by the field, creating the appropriate budgets and copy confirmation back to the PM/CM.

Other Duties:

· Research and resolve all problem invoices with the goal of reducing problems by improving accuracy of takeoffs and orders and/or training vendors in working within our system.

· File and organize all information in electronic database.

· Assist managers in analyzing changes in costs from month to month by keeping track of takeoff revisions, price changes, and labor budget changes.  Enter updated sales prices from monthly program outlines for calculation of soft cost budgets.

· As assigned by purchasing department guidelines such as:  backing up other Purchasing Coordinators, and phone coverage.
Purchasing Coordinator’s SUPPLIERS:

· Architectural Services will provide accurate plans, notification of plan changes, and customized plans for specials.

· Estimators will provide accurate takeoffs of material quantities.

· Vendors will provide accurate takeoffs of material quantities, and prices with appropriate effective and expiration dates.

· Field Project Managers and Construction Managers will provide takeoff changes, labor budget information, and all necessary details for the creation of orders and budgets

· Operations will provide sales contracts and start memos.

· Purchasing Manager will provide the training and tools for Purchasing Coordinator to complete his/her job, information on the Company’s direction, the department’s direction, as well as specific feedback on the performance of the individual Purchasing Coordinator.

Purchasing Coordinator’s CUSTOMERS:

· Field Project Managers and Construction Managers will receive accurate and timely orders, budgets, and reports.

· Purchasing Managers/Division Managers will receive cost establishment on new plans and plan revisions in a timely manner with high accuracy and thorough self-checks.

· Vendors will receive accurate, timely, and complete orders, lead times and payments.

· Accounts Payable will receive accurate orders that match the vendors billing and timely resolution of any problem invoices.

CONFLICT OF INTEREST

· All employees must avoid any act or transaction which creates an actual or perceived conflict of interest. This includes any construction, remodeling or "building on the side" that is performed outside of the duties and responsibilities the employee has to the Company. Review the Company’s Conflict of Interest policy in the Employee Handbook.
RESULTS EXPECTED

· Accurate material and labor budgets.

· Continual improvement (reduction) in number of short orders.

· Improvement in positive communication throughout construction process with our customers in the field and our suppliers resulting in everyone having more fun.

MINIMUM QUALIFICATIONS

· Bachelor's degree in Construction Management or a related field required.
· One year of construction or purchasing experience required, preferably with a homebuilding company.  Customer service and/or order entry experience preferred.

· Computer literate.  “Brix’s” software, Microsoft Word and Excel preferred.  

