
 

 
 

 

  

PURCHASING OFFICER POST DESCRIPTION 

DEPARTMENT: OPERATIONS 

REPORT TO: OPERATIONS DIRECTOR 
 

MISSION:  

Carry out the assigned operations procedures to meet customer commitments. 
 

RESPONSABILITIES: 
▪ Enter all the information of sale and purchase orders in the system and safekeeping of the documentation in both physical 

and electronic format and perform the related support tasks. 
▪ Maintain/report on data bases or management control on the system to ensure they are the latest version, according to 

the established procedures. 
▪ Generate purchase orders to suppliers and propose changes for prices and/or deadlines improvement. 
▪ Renegotiate deadlines with suppliers to meet customer requirements. 
▪ Keep track of supplier orders to ensure that they arrive within the expected time frame and monitor any deviation to 

inform the customer. 
▪ Detect and inform the responsible of significant deviations that do not meet customer requirements. 
▪ Meet the established criteria of customer service quality and the quality requirements associated to each project.  
▪ Deal with incidents, complaints and queries quickly and efficiently and support on resolving discrepancies. 
▪ Billing issue, reconciliation, track and control. 
▪ Manage and monitor purchase orders of delivered and received goods (including transport and packaging).  
▪ Liaising with suppliers/clients daily by phone and email.  
▪ Manage insurances, duties, imports, transports and freights, by delegation. 

EDUCATION: 
▪ Bachelor’s Degree, preferred technical, engineering or similar. It will also be considered appropriate persons with other 

qualifications as international trade ADE or similar with previous experience in technical purchases. 

EXPERIENCE: 
▪ From 3 years of previous professional experience, preferred in purchasing and/or logistics in the sector of aeronautics or 

defence. 

KEY REQUIREMENTS: 
▪ Foreign language: high level in English (C1)  
▪ Medium high level in ERP management. 
▪ Advanced experience with Excel. 
PREFERENCES: 
▪ Foreign language: medium high level of French (B2). 
▪ International aeronautical logistics processes: imports. 
▪ Suppliers and required documentation of the aeronautical sector. 
▪ Knowledge of transportation and storage of hazardous materials. 
▪ Knowledge of aircraft maintenance: EASA Part 145 regulations. 

 

 

PURCHASING OFFICER OFFER 

Benefits: 

▪ Being part of a dynamic company, with a young professional staff. 

▪ Great working environment with extensive personal development opportunities. 

▪ Flexible working hours, summer work schedule, and restaurant tickets. 

▪ Salary: according to professional experience. 

▪ Immediate incorporation. 

 


