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Area:   Purchasing   
FLSA Status:   Non-Exempt  
Reports to:   Associate Purchasing Manager 

Supervisory Responsibility: None 

Date of Job Description Revision: March 9, 2022 
 
Primary Role:   
Act as the primary focus of contact between Pacesetter and our suppliers, including steel mills, coil coating companies, and 
other steel processing companies. Function as an advocate for Pacesetter’s customers, and work to issue, prioritize, and 
expedite purchase orders to these suppliers based on our customer requirements. 
 
Responsibilities:  

 Model the Pacesetter Way in daily job activities. 
 Support and maintain the policies, procedures, and quality process of Pacesetter Steel Service, Inc. 
 Provide a return on investment and a contribution to profitability. 
 Accurate purchase order entry based on purchase requisitions, mill commitments, mill capabilities / preferences, 

customer specification requirements, logistics and service center or supplier constraints. 
 For spot purchases, coordinate purchase and delivery of steel between business partner, logistics and incoming 

service center. 
 Work with Transactional and Contract Inventory Analysts regarding discrepancies or inconsistencies with 

customer profiles as seen on buy log to ensure consistency on buys and quality of information on future buy 
requests. 

 Expedite Purchase Orders from suppliers to make full truckload deliveries. 
 Communicate with sales and/or customers to advise them of order status/issues as needed. 
 Negotiate pricing as needed. 
 Provide feedback to analysts regarding mill deliveries, paint runs, etc. to facilitate decision-making on inventory 

levels and usage. 
 Efficient, timely, and accurate entry of order status and production results. 
 Manage order changes with suppliers. 
 Participate in gathering data for supplier measurement. 
 Check order confirmations for accuracy and compliance with Pacesetter’s order requirements.  Resolve 

discrepancies timely. 
 Review daily inventory receipts to ensure compliance with our orders. 
 Communicate with Sales and Inventory Analysts to advise them of order status as needed. 
 Work with Operations to ensure product received is what was ordered in terms of quality, specifications, quantity, 

etc. 
 Work with suppliers to prioritize production and shipment of our orders as needed to meet customer requirements. 
 Investigate and suggest alternatives when late deliveries from suppliers are unavoidable. 

 
Skills/Education Required: 

 College degree in related field (supply chain or business), or comparable years of experience preferred. 
 Proficient in Microsoft Suite (Word, Excel, PowerPoint, Outlook) and other computer software.  
 Strong analytical abilities. 
 Strong mathematical skills and comfort level when using calculations. 
 Strong customer service orientation with a courteous, professional and energetic attitude. 
 Strong organizational skills, ability to multitask and attention to detail.  
 Ability to handle several urgent matters simultaneously. 
 Ability to cultivate strong relationships with our suppliers. 
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 Ability to work in a team environment. 
 Excellent problem-solving skills. 
 Excellent verbal and written communication skills. 
 Eager to continuously learn. 

 
 
I understand and agree to perform the responsibilities listed above: 
 
 
_________________________________  __________________ 
Associate Signature     Date 


