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Job Description 
Job Title: Procurement Specialist 1  
Department: Procurement 
Reports To: Procurement & Inventory Manager 
FLSA Status: Hourly, Non-Exempt 
Prepared By: HR 
Prepared Date: 7/21/2026 
Hourly Wage Range: $18.00 - $27.00 
 
Summary  
The Procurement Specialist 1 position is an entry level position and has a basic knowledge of procurement and 
inventory.  This position will support in the sourcing, purchasing, and managing of goods and services to ensure 
high-quality, cost-effective, and timely execution to meet internal and external customers’ needs.  
 
Essential Duties and Responsibilities: 

• Assist in the procurement of aircraft spares inventory, technical data, and supplies. 

• Generating orders for goods and services to support the operations and maintenance team. 

• Gains and utilizes an understanding in all areas of the business involving order processing, inventory 
control, purchasing, material requirements, planning and related accounting impacts to operations.    

• Monitor all open purchase orders to ensure on-time deliveries, alert planning and/or management as 
needed of any potential issues.     

• Monitor all open queues to ensure daily operational tasks are completed to support department needs.  

• Managing all data such as delivery dates/lead times, updated tracking information, relevant notes or 
comments, and any information necessary to communicate status.      

• Develop and maintain strong vendor relationships, communicating updates/changes as needed. 

• Communicate with customers and vendors on various needs for company.  

• Understand and comply with AR Contract maintenance and purchasing requirements. 

• Data entry within ERP system to support the planning efforts of management and other departments.   

• Other duties as assigned. 
 
Team Support and Leadership 

• Communicate effectively with other personnel, and management providing updates on work progress 
and promptly reporting any difficulties or issues. 

• Collaborate with team members to ensure smooth workflow, share knowledge, and contribute to a 
supportive work environment. 

• Assist in maintaining a clean, organized, and safe work area, adhering to housekeeping standards and 
safety protocols. 

Safety and Compliance 

• Follow all safety procedures and guidelines, including proper usage of personal protective equipment 
(PPE) provided by the company. 

• Adhere to company policies, safety regulations, and industry best practices. 
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Knowledge - Skills & Abilities Required  

• Some knowledge of commonly used procurement concepts, practices, and procedures.  

• Computer skills, including Microsoft Office, Data entry, and basic Excel knowledge. 

• Ability to apply common sense understanding to carry out instructions furnished in written, oral, or 
diagram form.  

• Strict attention to detail and the ability to multi-task and prioritize as necessary. 

• Ability to work extended hours. 

• Strong customer service & organizational skills.  
 

Qualifications  

• Must be able to perform each essential duty satisfactorily 

• High school diploma or equivalent. 
 
Physical Demands 

• High stress job with many detailed processes and procedure requirements.     

• Able to lift 50lbs. 

• Sitting and standing during extended period.  

• Be able to endure temperature changes. 
 
Work Environment: 

• This position is primarily performed in a hybrid warehouse-office environment and requires the 
ability to operate office equipment such as phones, keyboards, barcode scanners, etc. 

• High pressure work environment with deadlines.   

• Occasionally exposed to moving mechanical parts, and loud noise levels.   

Note 

This job description in no way states or implies that these are the only duties to be performed by the employee(s) 
incumbent in this position. Employees will be required to follow any other job-related instructions and to perform 
any other job-related duties requested by any person authorized to give instructions or assignments. All duties and 
responsibilities are essential functions and requirements and are subject to possible modification to reasonably 
accommodate individuals with disabilities. To perform this job successfully, the incumbents will possess the skills, 
aptitudes, and abilities to perform each duty proficiently. Some requirements may exclude individuals who pose a 
direct threat or significant risk to the health or safety of themselves or others. The requirements listed in this 
document are the minimum levels of knowledge, skills, or abilities. This document does not create an employment 
contract, implied or otherwise, other than an “at will” relationship. 

The company is an Equal Opportunity Employer, drug-free workplace, and complies with ADA regulations as 
applicable. 


