
 
  
SUMMARY  
 
The Supply Chain Manager is responsible for the supervision, direction and leadership of the 
Supply Chain department. The Supply Chain Manager maintains control over the department, 
processes and procedures designed to maintain the efficiency of material flow throughout 
OptiPro. 
 
This role is responsible for establishing and monitoring performance metrics for individuals and 
the group. The Supply Chain Manager is also responsible for vendor relationship and 
performance management and training and developing buyers.   
 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
 

 Ensures accuracy of GSS inventory levels. 

 Maintains the Purchase Requisition system (non “Job” related purchases) 

 Ensures the safe shipping of material out of the company with correct documentation and 
proper notification to recipients 

 Maintains vendor relationships through the use of approved vendors lists, audits and 
scorecards 

 Ensure proper perpetual inventory levels to minimize lead times and stock outs 

 Ensure jobs have the correct material pulled and issued when they are ready for them 

 Insures the timely and accurate processing of work orders including the opening, issuing 
materials, and closing. 

 Responsible for developing and insuring compliance with internal policies regarding the 
processing of purchase orders, customer accounts and inventory management and usage 
records. 

 Plans, assigns, coordinates and manages scheduling staff and functions.  

 Plans and directs the work of support functions to include hiring, training, assigning, 
planning and reviewing output and performance of subordinates.  

 Insure that employee evaluations and reviews are administered on time and objectively. 

 Monitors staff's performance, and trains and coaches’ subordinates to achieve improved 
levels of performance and staff development. 

 Develops, implements and evaluates plans, policies, and procedures to achieve department 
goals, objectives, and productivity standards.  

 Monitors actual performance against established standards by formulating assessment 
techniques and reporting actual results against those standards. 

 Operates the department within the approved staffing and expense budgets in accordance 
with the Predetermined Profit Plan. 
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 Prepares a variety of labor efficiency reports as defined for the analysis productivity and 
profitability. 

 Oversee the coordination of the communications among the Operations, Sales, APD and 
Service Management departments; insure that the methods of communication are 
sufficient to provide for workflows that are properly controlled and planned throughout the 
process. 

 Hire, train, motivate and manage personnel to achieve their full potential and to gain a 
thorough understanding of the Company’s performance and gross margin objectives.   

 Develop target purchasing savings and monitor performance versus goals. 
 
SUPERVISORY RESPONSIBILITIES 
 

Manages subordinates in the Supply Chain department as staffed and approved by the 
Company.  Responsible for the overall direction, coordination, and evaluation of this unit. 
Carries out supervisory responsibilities in accordance with the organization's policies and 
applicable laws. Responsibilities include interviewing, hiring, and training employees; planning, 
assigning, and directing work; appraising performance and promotions; rewarding and 
disciplining employees; addressing complaints and resolving problems. 

 
QUALIFICATIONS   
 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 
ability required. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 
EDUCATION and/or EXPERIENCE  
 
B. S. degree or equivalent; or four to ten years related experience and/or training; or equivalent 
combination of education and experience in a materials management environment. 
 
REQUIRED SKILLS 
 

 Excellent interpersonal communication and customer / vendor relationship skills 

 Strong presentation skills and professional appearance 

 Ability to meet physical requirements of the job 

 Strong leadership skills 

 Good listening skills 

 Self-directed, extremely organized and can manage multiple activities simultaneously 

 Microsoft Office proficiency 

 Willingness to work a flexible schedule 

 Able to work on very tight timelines while maintaining excellent attention to detail  

 Ability to work in a fast paced and dynamic work environment 
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 Positive and professional attitude 

 Proficient in verbal and written English 

 Fluent in relevant computer systems (Global Shop) or equivalent  

 High energy, self-motivated and proactive, marked by a positive attitude and having a 

willingness to persevere 

 Ability to build and maintain effective working relationships at all levels of the organization, 

and work with a diverse group of people 

 Ability to create and maintain cooperative relationships with all functions within the 

company 

 Ability to foster a sense of teamwork 

 Persistent 

 
WORK ENVIRONMENT   
 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
 
 
MEASURES OF PERFORMANCE (KPI’S) 
 
This position will be evaluated against the following criteria: 
 

 Ability to open, process and close sales orders in a timely and accurate manner. 

 Accuracy in the maintenance of inventory records and cost files. 

 Timeliness and accuracy in the processing of time and performance reporting for all 
technicians on a daily basis. 

 Number and value of inventory discrepancies 

 Number of stock outs (cart not ready, part not in inventory, etc.) 

 Inventory turns 

 Purchasing savings  

 Number of POs that are past due 

 “Parts” sales orders on time delivery 

 Time elapsed to fulfill demand (time to order from demand created, time to acquire 
material, and time to refill carts from completion point) 

 
 
 
 


