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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #
	JD00369

	Pay Grade:
	7

	Title:
	Merchandise Buyer

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	The Merchandise Buyer is responsible for coordinating the purchasing cycle of merchandise goods for resale in a University store environment.  Provide expertise and a thorough knowledge of all products within the specified retail, digital, and online spaces and how best to display that merchandise to optimize sales.  Negotiate best prices with vendors and calculate and set retail prices to ensure margin and budget targets are achieved.



	Purpose and Key Functions:
	· Collaborate with other buyers and staff to ensure goods are ordered in a timely fashion and that all necessary policies and procedures are followed.

· Conduct analysis of sell-through, margins, in stock position, and inventory turnover of general merchandise.

· Determine the quality and quantity of products purchased.

· Initiate and approve general merchandise purchase orders in accordance with department and University purchasing policies.

· Negotiate price, terms, and delivery with vendors.

· Coordinate and oversee the selection of merchandise including vendor and product selection.

· Coordinate all price changes on purchased products. 

· Write a variety of documents including, but not limited to, correspondence, procedure documents, and training manuals.

· Assist in creating business plans for the department by providing input into forecasting sales and budgets, write-offs, and discounts. 

· Work with colleagues to realize available marketing funds and rebates available from suppliers.

· Determine the life-cycle of products and coordinate markdown schedules accordingly. 

· Oversee inventory control by analyzing inventory trends, and by reviewing receiving logs, outstanding purchase orders, and sales histories.

· Design and implement sales floor layouts of purchased merchandise for all locations where merchandise is displayed.

· Run system reports and conduct manual inventory counts of merchandise ensuring the physical inventory matches the reports.

· Remain current with new product lines and make purchases that satisfy the changing market, while maintaining return on investment by continually exploring new and emerging product offerings.



	Supervision:
	

	Requirements:
	· 2 year Community College diploma in Retail Management, Marketing, or related field.
· Requires 3 years of relevant experience.


	Assets:
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	Additional Information:
	     


