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POSITION DESCRIPTION 
 

POSITION TITLE: Procurement Coordinator  

LOCATION: Southport 

REPORTING TO: Business Support Manager 

DEPARTMENT: Corporate Services 

PURPOSE STATEMENT 
 
To oversee and coordinate the procurement activities for The BUSY Group to ensure that the administrative and 
processing activities required in meeting the contractual obligations of The BUSY Groups contracts.  

 

OUR VISION 
 

To improve social equity through having more people in jobs, more people learning new skills, and more 
communities exposed to positive change. 

 
OUR MISSION 

 

 To promote training, employment and workforce planning solutions to employed, under-employed 
and at risk members of our Communities, with particular emphasis on youth. 

 To provide bridging assistance where government and community resources are lacking. 

 To assist new and existing businesses to grow and prosper through effective workforce planning. 
 To create and maintain partnerships with other providers, industry groups and governmental 

agencies 

 
OUR VALUES 

 

 Inclusive: People of all communities coming together as one team for common goals 

 Excellence: We always strive to exceed 

 Resilience: Equipped to meet challenges and exceed 

 Integrity: We act with honesty and sincerity 

 Innovation: Embracing new ideas and technology to stay ahead of change 

REPORTING 
 
This position reports to the Business Support Manager. 
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PRIMARY DUTIES 

 Liaise with a diverse range of suppliers 

 Manage the order process of materials, tools, equipment and consumables on a tight schedule 
considering key delivery dates 

 Conduct ongoing reviews of suppliers ensuring that the quality, price & delivery are in line with 
internal policy and procedure. 

 Prepare orders and purchase goods, materials, and services, arranging approval as per internal 
policy and procedure. 

 Co-ordinate and oversee the administrative aspect of monthly stocktakes 

 Request and assess quotations and other information from suppliers 

 Comply with procurement and contracts management policies, procedures, strategies, and systems 
to ensure the timeliness, quality and cost effectiveness of goods and services purchased 

 Create and maintain accurate procurement documentation and records 

 Supplier engagement including attending supplier meetings, providing constructive feedback to 
suppliers based on evidence and resolving minor contract issues. 

 Initiate and participate in activities designed to develop and foster professional relationships. 

 Organise your own work activities and determine priorities considering impact on others. 

 Contribute to a positive relationship with customers. Be responsive to changes in customers' needs 
and expectations. 

 Consider alternative actions to resolve challenges. Make recommendations based on analysis of 
data and options. 

 Engages with business units and actively seek new ways of working as well as look into trends that 
can improve business performance. 

 
KNOWLEDGE, SKILLS & EXPERIENCE 

 Ability to work in a team environment with minimum supervision, demonstrating initiative for 
priority setting, goal achievement and time management.  

 Results orientated individual who can demonstrate stability of performance under pressure 
 Demonstrated experience in procurement identifying opportunities to improve the companies 

procurement activities. 
 Demonstrated knowledge and experience in contemporary procurement and category 

management practices and issues, relevant regulations and the ability to deliver best-value quality 
customer services. 

 Sound knowledge and application of inventory systems and associated accounting principles; 
 
QUALIFICATIONS 

 Diploma level, or higher, qualifications in procurement and contracting, or similar and/or; 
 5+ years’ experience in purchasing and procurement; 

 
This Position Description is intended to describe the general content of and requirements for the performance of 
this position. It is not to be construed as an exhaustive statement of duties, responsibilities or requirements. This 
position may include travel.  

 
I have read and understood the duties and responsibilities required of me in this role. 

 

 

Employee Signature:  Date:   


