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Vaupell 

Job Description 
  

Job Title:  Supply Chain Specialist 

Department:  Warehouse  

Reports To:  MP&L Manager 

FLSA Status:  Salaried Exempt 

Prepared By:  Larry Toth 

Prepared Date:  December 2009 

Approved By:   

Approved Date:   

  

SUMMARY  
Directs and coordinates activities of purchasing and distributing raw materials, equipment, machinery, and 

supplies in the organization by performing the following duties personally or through subordinates. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following.  

 

Maintain stock levels of designated raw materials and packaging supplies. 

 

Negotiate prices for purchased raw materials. 

 

Authorize new vendors. 

 

Prepares instructions regarding purchasing systems and procedures. 

 

Prepares and issues purchase orders and change notices. 

 

Reviews purchase order claims and contracts for conformance to company policy. 

 

Arranges for disposal of surplus materials. 

 

Maintain electronic IQ system. 

 

Performs activities as they relate to ISO 13485 and AS 9100. 

 

Other duties as assigned. 

 

SUPERVISORY RESPONSIBILITIES  
Manages one inventory control person.  Carries out supervisory responsibilities in accordance with the 

organization's policies and applicable laws. Responsibilities include training employees; planning, assigning, and 

directing work; appraising performance; rewarding and disciplining employees; addressing complaints and 

resolving problems. 

 

QUALIFICATIONS  

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The 

requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential functions. 

 

EDUCATION and/or EXPERIENCE  
Bachelor's degree (B.A.) from four-year college or university; or one to two years of related experience and/or 

training; or equivalent combination of education and experience. 

 



Page 2 of 2 

 

 

LANGUAGE SKILLS  
Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or 

governmental regulations.  Ability to write reports, business correspondence, and procedure manuals.  Ability to 

effectively present information and respond to questions from groups of managers, clients, customers, and the 

general public. 

 

MATHEMATICAL SKILLS  
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and 

decimals.  Ability to apply concepts such as fractions, percentages, ratios, and proportions in practical situations. 

 

REASONING ABILITY  
Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited 

standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule 

form. 

 

CERTIFICATES, LICENSES, REGISTRATIONS  
 

PHYSICAL DEMANDS 
The physical demands described here are representative of those that must be met by an employee to successfully 

perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with 

disabilities to perform the essential functions. 

 

While performing the duties of this job, the employee is regularly required to sit and talk or hear.  The employee 

frequently is required to stand; walk; use hands to finger, handle, or feel; and reach with hands and arms.  The 

employee is occasionally required to climb steps.  The employee must occasionally lift and/or move up to 10 

pounds.  Specific vision abilities required by this job include ability to adjust focus. 

 

WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an employee encounters while 

performing the essential functions of this job. Reasonable accommodations may be made to enable individuals 

with disabilities to perform the essential functions. 

 

The noise level in the work environment is usually moderate. 

 

Read and understood by: 

 

         

Signature      Date 

 


