
Burt Process Equipment 
100 Overlook Drive, Hamden, CT, 06514 

(P) 203-287-1985, (F) 203-288-7354 
www.burtprocess.com 

 
Position Title: Purchasing Associate                    Department: Purchasing Team                           Division: Corporate 
Reports To: Purchasing Manager                        Level: Entry Level                                                  FLSA Status: Hourly Non-Exempt 
Position Summary: We are looking for a self-starter, that is highly motivated, detail oriented, organized and can manage multiple 
tasks, projects, and deadlines simultaneously. This position supports all teams that are impacted by data and procurement of 
goods. Cross training, collaboration and time management is key to the success of this position. This team member will be included 
in product trainings to increase knowledge and brand awareness to support this role.  
Essential Functions:  

- Provide a high level of satisfaction by responding promptly, professionally, and efficiently to all requests. 
- Source, negotiate and procure products as required for distribution, general office supplies, field services and production.  
- Build and maintain existing supplier relationships (retrieve updated price files and track price increase dates). 
- Proactively work with suppliers to obtain and manage special pricing (customer, promotional, quantity, etc.).  
- Manage vendor related data on companywide servers, ensuring the most up to date information is captured.  
- Proactively manage tasks, reports, and projects while communicating openly regarding status of unresolved topics.  
- Research and resolve all discrepancies as it relate to invoices, purchases, and data entries accurately and timely.  
- Engage new supply partners to establish an active account for Burt.   
- Run and review reports on purchases past due, engage supplier for expedite options and order takers with status updates.  
- Support exceptional team communication both verbally and written. 
- Can navigate all tools and resources to support this positions success. 
- Self-manage development opportunities afforded through webinars, learning management systems and team initiatives. 

Knowledge & Skills: 

- Highly organized and detail oriented. 
- Excellent written and verbal communication. 
- Critical thinker, solutions provider. 
- Self-starter that sets professional goals to support individual growth. 
- Ability to work in a fast-paced environment while managing multiple tasks.   

Minimum Qualifications: 

- Minimum of 2 to 5 years of experience in procurement and/or data management is required.  
- General knowledge of supply chain management, inventory management, and logistics preferred.  
- Strong computer, phone presence and software skills (Microsoft Office, P21, Salesforce). 

Physical Requirements: 

- Must be able to lift 10lbs unaided; must be able to sit for long periods of time; must be able to type, bend and reach.  

Culture and Environment:  
- Typical professional office environment; as well as exposure to manufacturing conditions.  
- Must be able to handle varying levels of stress while working in a fast past environment.  
- Routinely use standard office equipment such as computers, phones, copies, printers, etc.  
- Must contribute to a positive working environment; must be a team player.  

All duties and responsibilities are essential job functions and requirements of this position. These are subject to possible modifications 
to reasonably accommodate individuals with disabilities. To perform this job successfully, the team member(s) will possess the skills, 

aptitudes, and abilities to perform each duty proficiently. The requirements listed in this document are the minimum levels of 
knowledge, skill, and abilities for this position. This in no way states or implies that these are the only job duties to be performed by 

the team member(s). Team member(s) will be required to follow any other job-related assignments, instructions and duties instructed 
by authorized personnel. This document does not create an employment contract, implied or otherwise other than an “at will” 

relationship.  
 

Employee Signature: ____________________________________________________________ Date: _________________________ 

Employee Printed Name: _________________________________________________________ Date: _________________________                                                                                      

Manager Signature: _____________________________________________________________ Date: _________________________ 

Managers Printed Name: _________________________________________________________ Date: _________________________ 

http://www.burtprocess.com/

