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Sr. MANAGER, SOURCING  
 

Reports to: Sr. Purchasing Director Department: Purchasing   761   
Date:   June 2013 Grade:    Exempt  (Grade G) 
EEO Class:  First /Mid Level Officials & Mgrs 

 
Job Summary: Lead and coordinate special projects for the Zotos Strategic procurement 
process and other manufacturing processes.  Involves working closely with the vendor 
base and internal departments within Zotos to reduce cost associated with structured 
projects. 
Essential Functions: 
1. Responsible for analyzing output of MRP against the sales forecast.  Create and review a plan 

that best meets the requirements generated.  Generate all necessary Purchase orders and 
Shop orders to support the plan.   

 
2. Monitor performance to the plan and take corrective action as required, 
 
3. Coordinate moving the proper amount of inventory to subcontract fillers as required.  Hold 

vendor accountable for accuracy of that inventory. 
 
4. Handle issues as to promised delivery dates and quantity required with the vendor. 
 
5. Resolve quality issues and related topics as communicated by the Zotos material review board. 
 
6. Follow up as needed to make sure projected delivery dates are accurate.  Communicate any 

issues to necessary personnel. 
 
7. Make sure all necessary information is supplied to the filler including specifications, Bill of 

Materials, etc. 
 
8. Make sure Zotos QC personnel have all necessary information to inspect the delivered 

production. 
 
9. Review safety stock levels and accuracy of all pertinent information and revise as needed. 
 
10. Function as a backup to Aerosol Coordinator as needed. 
 

11. Lead efforts to phase in and transition all new Zotos vendors. 
 
12. Perform the necessary steps in the approved vendor certification process. 
 
13. Take lead in following up with vendors on all requested improvements. 
 
14. Create and maintain an internal cost reduction process utilizing Six Sigma. 
 
15. Develop project plans and timelines to ensure time sensitive goals are met. 



 
Reviewed and Approved by: 
 
____________________________  ____________________________ 
   Department Director                   Human Resources Manager 
 
____________________________ 
      V.P. Plant Operations & CSO 
Nothing in this job description restricts management’s right to assign or reassign duties and responsibilities to this job at any time. 

 
16. Perform cost benefit analysis and develop spreadsheets to support improvement. 
 
17. Maintain and develop metrics to measure progress to the goal. 
 
18. Work with the supply base on implementing a lean materials flow processes for select 

materials. 
 

19.  Take the lead of the department in the absence of Director of Procurement. 
 
20.  Perform all other functions as required to carry out the position. 
 

Education and Experience: 

 BA/BS in Purchasing and/or Business Administration preferred 

 5+ years of related experience in a manufacturing environment 

 Attention to detail, strong organizational skills, and have strong understanding of 
purchasing and the role it plays in a manufacturing environment.   

 Strong communication skills and ability to work closely with suppliers at multiple 
levels. 

 Ability to manage multiple priorities at one time. 

 Familiarity with MAPICS or any other MRP software is necessary.   

 Excellent interpersonal and communication skills along with good decision making 
skills are required.   

 Needs to be a self-started with a strong work ethic.  

  PC literate with excellent problem solving skills.  Strong Microsoft Excel, Word, and 
Outlook skills 

 
Working Conditions: 
Work will be performed with in a manufacturing and office environment.  The performance 
of this position normally requires exposure to typical manufacturing areas where under 
certain conditions the use of personal protective equipment, such as safety glasses, and 
hygienic precautions, such as hairnets, are required.  The work environment is not climate 
controlled.  Noise level in the work environment is usually moderately loud.  Regular 
attendance is required.  Working extended hours may be required and travel as needed.   
 
Physical Requirements:   
 
Will perform duties in front of a computer for extended periods of time.   Flexibility to be 
able to work both in the office and out in the manufacturing environment. 


