Purchasing Agent
Compressor Engineering Corporation, 
The world’s largest independent manufacturer of engine & compressor replacement parts for the natural gas transmission, petrochemical and air compression industries is currently recruiting for a Purchasing Agent to support its SW Houston manufacturing operations.

SUMMARY OF RESPONSIBILITIES:

1. Collaborates with departments to understand specific procurement needs.

2. Negotiates pricing, delivery, service and quality with vendors as required.

3. Ensures best available price for purchases of raw materials, parts, outside services, supplies, and capital equipment (given established standards for quality and service).

4. Selects suppliers and procures required parts and/or services, ensuring specifications meet departmental requirements.

5. Solicits and analyzes quotations from suppliers.

6. Secures bids and issues purchase orders.

7. Follows up with department to ensure correct products or services are delivered on time.

8. Contacts suppliers in the event of delivery problems (such as shortages/overages, damages, invoicing discrepancies, etc.) and resolves the problem appropriately.

9. Collaborates with departments on issues such as material substitutions, make vs. buy decisions, etc. 

10. Maintains documentation in accordance with departmental practice and standards.

11. Informs management of market/pricing changes that may impact operations or budget.

CERTIFICATIONS/SKILLS:

· Proficient in use of MS Word and Excel as well as data management systems.

· Prefer procurement experience in a manufacturing or industrial environment.

· Mechanical aptitude/ability strongly preferred. 

MINIMUM EDUCATION:

Bachelors degree in Business Administration or related discipline.  Equivalent related work experience may be substituted.
MINIMUM EXPERIENCE: 

6 years related experience.  
PHYSICAL REQUIREMENTS:  

Exerts up to 20 pounds of force occasionally and/or up to 10 pounds frequently and/or up to 5 pounds constantly to move objects.

Please take a minute to complete a voluntary EEO applicant flow survey.  To do so, click on the following link:  http://www.zoomerang.com/Survey/WEB22BWU8V6W22/
Qualified applicants may submit their resume to: 

cecojobs@ceconet.com
CECO is an Equal Opportunity Employer:  M/F/D/V

