Job Title:  Purchasing Manager
Job Summary:  Manages the day-to-day purchasing operations of the hotel to ensure that the highest quality products are purchased at the best possible prices.
Job Duties:
· Obtains bids from vendors according to hotel specifications.  Determines the best possible price for the desired items and orders food and non-food items.  
· Maintains an up-to-date, detailed listing of approved vendors.

· Negotiates and oversees vendor contracts and services.

· Monitors the quality of products received to ensure they meet the hotel’s established standards and operational needs as outlined by each department.
· Forecasts operational needs and schedules deliveries of food and non-food items.

· Monitors appropriate levels of inventories in order to minimize waste and maximize turnover.

· Ensures purchasing programs, policies and procedures are met.

· Performs other duties as assigned.

Qualifications:

· Bachelor’s degree in Business, hotel management, or related field or equivalent combination of education and experience.

· Minimum of two years purchasing experience, preferably in the hospitality industry.

· Knowledge of food and beverage operations.

· Knowledge and understanding of purchasing policies and procedures.

· Good negotiation and analytical skills.

· Organized, detail oriented, and able to make productive and efficient decisions.

· Excellent verbal and written communication skills.

· Advanced computer application knowledge.

