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	Department
	 Procurement

	Job Title
	 Procurement Associate
	FLSA Status
	 Exempt

	Role
	 N/A

	Sub Role (If any)
	 N/A

	Reports To
	 Manager, Procurement



1. Role Purpose:
(Provide a summary of the primary purpose of this role)
	· Support the procurement and sourcing of materials, components, equipment, and services to ensure uninterrupted manufacturing and operational continuity.
· Execute purchasing activities in compliance with company procedures, cGMP requirements, and approved supplier lists.
· Maintain cost effectiveness and supply reliability through competitive vendor sourcing, negotiation, and order follow-up.
· Collaborate cross-functionally with departments to ensure timely fulfillment of procurement needs.



2. Key Duties & Responsibilities:
(Briefly describe the essential activities that are performed by this role including key duties/responsibilities. Each statement should start with a verb. Additionally, indicate how frequently it is performed)
	· Prepare, issue, and track purchase orders (POs) for approved goods and services in accordance with internal purchasing procedures.
· Obtain competitive quotations, evaluate supplier bids, and recommend optimal purchasing decisions based on cost, quality, and lead time.
· Monitor inventory levels and reorder points; proactively replenish materials to avoid production delays or stockouts.
· Coordinate with the Warehouse team to ensure accurate receipt, inspection, and documentation of incoming goods.
· Communicate with suppliers to confirm order status, resolve discrepancies, and expedite deliveries when required.
· Support the qualification and maintenance of approved suppliers, ensuring compliance with quality and regulatory expectations.
· Maintain accurate and organized procurement documentation in the company’s ERP system (e.g., Syspro).
· Assist in cost analysis, spend tracking, and identification of savings opportunities.
· Support procurement activities for new product introductions in collaboration with R&D and Technical Services.
· Participate in internal and external audits by providing accurate purchasing records and vendor documentation.
· Adhere to ethical procurement practices and maintain confidentiality of pricing and supplier information.
· Perform additional tasks or special projects as assigned by management to support departmental goals.




3.Typical Supervisory Responsibility:
(Identify any responsibilities the role has for supervising others)
	N/A



4. Education & Experience:
(Describe the education required for this role, including specifications, if any.  If equivalent experience or knowledge can be substituted for the educational requirements, A combination of Education and experience shall be considered.)

	Education Requirement
	Specialization (If any)

	· Bachelor’s Degree in Business Administration, Supply Chain Management, or related discipline strongly preferred.
· An Associate Degree with equivalent experience may be considered.
	



	Experience Requirement


(Describe the experience required for this role. Identify the type of experience, number of years, and any additional comments on the experience and education requirements for the role.  Also, include any geography specific requirement that differs from experience.)
	· 1–3 years of relevant procurement, purchasing, or supply chain experience in a cGMP-regulated or manufacturing environment preferred.
· Experience with ERP systems (e.g., Syspro, SAP, Oracle) is an advantage.


	Number of Years 
(Minimum to Maximum)
	1-3




Technical competencies/ Certifications/ Licenses:

(Briefly describe the required competencies such as skill, ability, and knowledge an individual must possess to perform the role. Also, identify any certification or licenses required to perform the role.)
	Technical competencies
	· Strong understanding of purchasing principles, supply chain workflows, and vendor management.
· Proficient in Microsoft Office Suite (Excel, Word, Outlook).
· Excellent communication, negotiation, and analytical skills.
· Ability to manage multiple priorities and meet deadlines in a fast-paced environment.
· Demonstrated attention to detail, accuracy, and professional integrity.
· Working knowledge of cGMP principles preferred.

	Certifications
	· APICS, ISM, or other supply chain/purchasing certifications are a plus.

	Licenses
	N/A

	Other
	N/A




5.Physical demand and Work environment:
(Provide details regarding the physical demands and work environment that are essential to the role)
a. Physical demands:
	· Frequently required to sit, stand, walk, and use hands for computer and office tasks.
· Must occasionally lift and/or move up to 20 pounds.
· Vision requirements include close vision and the ability to adjust focus when viewing computer screens or printed materials.


.
b. Work environment:
	This position operates primarily in an office environment within a pharmaceutical manufacturing facility. The role requires regular interaction with cross-functional departments and occasional visits to warehouse or production areas. Work may involve extended periods using a computer and participating in meetings. All work must be performed in compliance with company safety policies and cGMP standards.



6.Compliance:
	· Comply with all Company codes, policies, and procedures concerning ethics, quality, and compliance, including compliance with applicable laws, rules and regulations, including the Food, Drug and Cosmetic Act and all associated regulations.
· Timely and satisfactory completion of all required training, including training related to ethics, compliance, quality, and position-specific requirements.
· Understand the compliance responsibilities of your role.
· Commit to the Company’s culture of ethics and compliance. 
· Report all known or potential violations of Company codes, policies, and procedures, or of applicable laws, rules and regulations, to the Company as contemplated by the Company’s policies and procedures, including SOP-0015 (Escalation to Management on Critical Matters Pertaining to Quality and Regulatory Compliance), or through the Company’s FaceUp portal, available by telephone or online (details below). 


Compliance Hotline # (205) 354-2405
www.faceup.com
Download Faceup App using the
Passcode # KVKxxxx1842
Or scan QR Code below
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