
Procurement Manager April 2021 

 
Job Description 

 

Title: Procurement Manager 

Reports to: Head of Production and Procurement  

Responsible for: No direct reports 

Job Purpose: Operation and implementation of the tactical procurement plan including 

resale and young plants ensuring best value and security of supply.   

Key Responsibilities and Accountabilities:  

 
1. Tactical Procurement Management 

2. Supplier development, maintenance and management 

3. Administration 

4. Health and Safety 

5. General 

 

1. Tactical Procurement Management 

Ensure the efficient and economic purchasing of stock to meet customer requirements, within 

agreed quality parameters, giving best value for our Company through appropriate negotiation 

and contract management. 

 

Ensure that the stock levels according to the seasonal requirements of the business are 

maintained, achieving acceptable levels of accuracy at all times. 

 

In partnership with the Production Manager ensure that the purchased young plant 

requirements of the company are fulfilled.  
 

Ensure the department is represented at meetings as required. 

 

Organise and ensure regular nursery site visits, checking for quality, availability and saleability.  

 

Safeguard the availability of contract grown material for the nursery. 

 

Ensure that purchasing for speculative purposes is within agreed parameters. 
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Ensure purchased stock is received within the agreed specification, reporting any 

discrepancies to the supplier promptly. 

 

Maintain a thorough knowledge of suppliers, stock availability and market price within the 

industry. 

 

Ensure that suppliers and representatives are met on a regular basis and a comprehensive 

programme of supplier visits undertaken annually. 

 

Liaise with and disseminate information to other departments as necessary. 

 

Liaise closely with contract managers with reference to contract growing. 
 

 

2.  Stakeholder development, maintenance and management 

Ensure appropriate management and maintenance of internal and external stakeholders to 

create the most advantageous situation for our Company. 

 

Generate and cultivate new opportunities for lines of plant supply 

 

Understand stakeholder priorities in terms of working with the procurement function 

 

Ensure our systems allows appropriate management of stock, to minimise exposure to 

unnecessary cost. 

 

 

3. Administration 

Maintain supplier records to ensure they are up to date and in line with current agreements 

and legislation. 

 

Ensure the efficient and prompt entering of sales, purchasing and related paperwork onto the 

computer. 

 

Ensure comprehensive overview of stock availability, keeping a record of supplier 

performance. 

 

Development of procurement systems and operational procedures.  

 

3. Health and Safety 

Ensure that you remain compliant with health and safety regulations and accepted safe practice 

at all times. Report any health and safety issues or contraventions witnessed anywhere within 

the business to your Manager or in their absence a Director. 

 

4. General  

Participate in other duties as and when required. 
 

Comply with all policies and procedures within the company. 

 

Carry out all duties with regard to and ensuring equal opportunity. 
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Work with all employees within the company in the fulfilment of our aims. 

 

Contribute to ongoing continuous improvement processes. 

 

 

 

This job description is a general guide to the duties you will be expected to carry out.  

Flexibility is required to ensure that the needs of the business are met. 

 


