
Procurement Coordinator
Employer: J&S Schmitz Overhauling and Manufacturing Inc. 
Posted: 13 months ago Closing Date: March 28, 2023 
ES Job ID: 3917 Location: Spanish 
Sector(s): Other Duration: Full Time 
Salary: 23

Job Description: 
Position Opening: Procurement Coordinator
Reports To: Operations Manager
Wage: 23.00 - 25.00 hourly

Key responsibilities and accountabilities include but are not limited to:
- Assist/Implement short/long term production planning in the area of production purchasing
- Coordinate proprietary parts quoting/sales
- Coordinate together with the warehouse technician in the area of VMI maintenance, inventory control, and ERP
maintenance
- Manage BOM data entry into ERP system as part of the technical staff with sales, engineering, and upper
management
- Provide status updates concerning ETA of required parts, delays, or any other pertinent information concerning
production scheduling and forecasting
- Work closely with management to learn and to develop the best practices and procedures and find ways in
which to increase productivity Work closely with management to learn and to develop the best practices and
procedures and find ways in which to increase productivity
- Maintains supplies inventory by checking stock to determine inventory level; anticipating needed supplies;
placing and expediting orders for supplies; verifying receipt of supplies.
- Contributes to team through demonstrating company culture and conduct in the areas of Teamwork,
Accountability, Quality, and Communication 

Required Skills:
Education/Related Experience:
- High School and related experience

Experience:
- 3 to 5 years in the parts/ordering/warehousing is an asset
- Excellent interpersonal and communication skill
- Strong computer skills are imperative
- Self-started who can work within a team environment
- Can work flexible hours when required
- Knowledge of mining equipment, industrial suppliers, industrial tools for both heavy equipment maintenance and
mechanical/electrical contracting work

How to Apply:
If you are interested in applying to this position, please forward your resume to: agibouleau@waldengroup.ca
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The above description reflects the general scope and nature of the work performed. This description is not
intended to reflect every duty and responsibility of the position but is intended to give a general outline of the
position and its responsibilities. It is understood that the duties and responsibilities may change from time to
time.
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