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Purchasing Manager
Location:  Regina, Saskatchewan
We are Supreme Basics, a Saskatchewan owed and operated company that has been is business for 33 years and is now the second largest Basics dealer in Canada.  Supreme operates 8 locations in Western Canada and employs over 350 employees.  We are a retail, commercial and wholesale distributor of office supplies, office furniture and educational products.

We are presently seeking Managers to join a successful and growing Management team for our operations in Regina.  We offer rewarding opportunities for career growth and development in the office supplies industry.  Potential candidates will work in a dynamic work environment and provide leadership and management to a group of fun and dedicated individuals.  This posting is open to external candidates who have purchasing or procurement management experience and have a demonstrative ability to effectively and efficiently run and maintain the day-to-day purchasing and inventory management processes for a large company.  

As the Purchasing Manager, you will handle the following responsibilities:

1) Supervision 

· recruit and orient new employees

· train, coach and mentor staff for success

· manage absenteeism and tardiness

· handle all employee issues including concerns and disciplinary matters

· monitor the output of the department: 

· purchase orders

· expediting

· price changes in system

· be personally responsible for buying from certain vendors

2) Strategic Planning and Continuous Improvement
· determine, communicate and monitor the department’s goals, purposes and targets

· encourage value-added thinking in the department

· monitor fill rates to ensure they are maintained and determine issues

· evaluate requests for special items to be stocked
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3) Communications and Team Building
· maintain close liaison with supporting departments

· hold regular staff meetings to discuss issues and ideas

· provide ongoing feedback to staff, as well as conduct formal performance reviews

· support and communicate Company Vision, Mission and Values 

4) Vendor Relations
· meet and get to know all vendor reps

· manage improvement and communication of vendor relations 

· attend all vendor presentations and training sessions

Qualifications Required:

· PMAC designation or a mixture of education and experience

· Strong interpersonal and leadership skills

· Good analytical ability

· Strong planning and organizing skills

· Excellent communication skills

· Working knowledge of various computer software applications, Internet and E-mail.

The successful candidate will receive a competitive package that includes an individual incentive program, attractive benefits including life, dental, EFAP, pension plan and career advancement opportunity.

If you are interested in being considered for this position, please apply to:

Supreme Basics (A Division of Supreme Office Products Limited)

Attention:
Paul Stowe, Vice President of Purchasing

E-mail: pstowe@supremebasics.com
Supreme Basics is committed to employment equity and diversity within the workplace.

 APPLICATION DEADLINE:  October 10, 2007
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