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Job Description
Trainee Buyer


	Job title: 
	Trainee Buyer


	Department: 
	Commercial


	Responsible to: 
	Commercial Director


	Responsible for: 
	Buying / Procurement function 




	Scope of role: 

	Working as part of the Commercial team, assisting with the end to end buying process, maintaining and working with current Buying Processes and Procedures.




	

	Main Duties:	

Support the Buying Function and Maintain Systems/Processes

· Assist with provision of accurate and detailed tender documents that include all relevant information, drawings and specifications
· Help to ensure that tender documents are submitted on time
· Assist in the effective assessment and sourcing of high quality products and supplies
· Processing of requests from Production, Aftercare and Sales Teams
· Input into the production of Weekly Reports for Plant and Materials
· Inputting and maintenance of Orders on COINS Software
· Assist with the processing and payment of Supplier Invoices
· Assist with Drawing Document Management System

Requirements of the post holder

· Willingness to expand working knowledge of the house building industry and supply chain management
· Willingness to expand knowledge of relevant regulations and legislation
· Ongoing research of building materials
· Excellent communication skills
· Attention to detail
· Good IT skills (Experience with Excel preferred)


	
Qualifications/
Experience

	Core: 
· Minimum of 5 GCSEs (Grades 4–9 or equivalent), including Maths and English



It is a requirement of Story Homes that all staff work in a flexible manner compatible with their job and in line with the objectives of the company. Please note that the job description for this position may be reviewed and amended to incorporate the future needs of the business.
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