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	Job Title:
	Junior Buyer
	Job Holder:
	

	Division:
	Operations
	Grade:
	SG3

	Discipline Area: 
	Supply Chain
	Last Updated:
	8/2/2024


	Job Purpose:  

	· Support the Senior Buyer & Buyers with daily procurement tasks
· Expedite purchase orders for the business
· Data entry into the company’s ERP system

· Processing internal administration of purchase requisitions



	Responsibilities:  

	General Responsibilities:

· Responsibilities as per job purpose
· Develop strong relationships with our suppliers to ensure that our business goals are achieved


	Key Result Areas:

	The jobholder will be expected to: 

	· Have good interpersonal skills and ability to engage with key stakeholders across the organisation
· A proactive attitude to problem solving to ensure on time delivery
· A desire to learn about procurement processes
· Resilient and calm under pressure with the ability to work to tight deadlines
· Understand and implement the company environmental, health & safety policy by accepting individual responsibility and responsibility for those personnel under their authority, including others who may be affected by the company’s activities. 

· Always set a strong personal example regarding all health and safety matters.


	Values:

· Safety First – We operate safely and responsibly, protecting each other and the environment.

· One SEA Team – We are in this together.  One team, working ethically, respectfully & professionally.  We take responsibility and challenge each other constructively

· People Focussed – We all contribute to making our culture one that is supportive and empowering; where everyone can grow and develop, feel valued and rewarded.  We prioritise a healthy work-life balance

· Delivery Excellence – We exceed our commitments by delivering timely, quality outputs whether that’s for each other or our clients and partners.  We are always looking for ways to innovate and continuously improve

· Trusted Partners - We partner strategically, collaboratively and always with integrity, whether that is between us inside SEA or externally

	Training: (if applicable)



	Reporting Line

The jobholder will report to the Senior Buyer



	Job Location
The job will be located in the Barnstaple Office


	Job Holder Declaration:

I accept the purpose and key result areas of my role with SEA are as outlined above.

Signature:​​​​​​​​​​​​​​​​​​​​​​​​​__________________________________________  Date: _______________
 

	Line Manager Declaration:

I confirm that the purpose and key result areas of this role are as outlined above have been agreed with me as line manager.

Signature:​​​​​​​​​​​​​​​​​​​​​​​​​__________________________________________  Date: _______________
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