
 

Expeditor / MRO “ Backup” Buyer  

The essential job functions of the Expeditor / MRO “Backup” Buyer include, but 

not limited to; 

The Purchasing Expeditor provides operational oversight of purchase orders (POs) to 

ensure suppliers are meeting the PO terms; including but not limited to delivery schedule, 

price and quantity. 

For backlogged Purchase Orders, the Expeditor will identify, research, analyze and 

resolve the issue with a positive outcome. 

Send out weekly Backlog Report to all suppliers with open orders. 

Update purchase orders with notes, estimated delivery dates, and/or tracking numbers. 

Proactively communicate with the purchasing team (buyers) as it pertains to their own 

orders and backorder dates.  

Follows established guidelines in performing complex day to day tasks. 

Communicate with Vendors to ensure delivery schedule is met. 

Develop plan of action to reconcile Open Commitments/Backlog lines Identify items that 

can be cancelled and coordinate with Buyers on any PO changes that need to occur. 

Processes Daily & Weekly reports as required. 

Performs other related duties as assigned. 

Conduct/Research Report of Discrepancy (ROD) resolution Overage/Shortage/Damage. 

Perform clean up and reconciliation of AP Discrepant Report. 

MRO “Backup” Buyer 

Obtaining materials, components, equipment and services 

Checking requisitions, obtaining quotations, examining quotes and bids 



Coordinating purchasing activities 

Working on assignments that are moderately complex in nature where judgment is 

required in resolving problems and making routine recommendations 

Exercising judgment within defined procedures and practices to determine 

appropriate action. 

Providing procurement leadership support 

Creating PO's in ERP system 

Interfacing with internal and external clients as appropriate 

Analyzes requests for MRO/Indirect purchases as provided by internal customers 

Approves part or material requisitions and initiates purchase orders 

Sourcing, negotiates item price & lead times, resolves schedule and delivery 

problems, as well as investigate and resolve invoice issues 

Ability to utilize critical thinking skills in a multi-tasking environment 

Utilize competencies to mitigate and manage risks 

Self-motivated; ability to work well independently 

Other duties as assigned 

 

Skills: 

Candidate must have excellent PC skills  

Strong verbal and written communication skills 

Must possess analytical aptitude 

Accuracy and attention to detail 

Outstanding organizational skills are a must 

Expediting experience and negotiating skills are a “plus” 



Able to manage time well, handle and prioritize multiple tasks and complete them 

with a strong sense of urgency 

Experience with Microsoft Word, Excel, Outlook, PowerPoint and MRP 

This is an entry level position with a minimum one year experience required. 

This position may require exposure to information which is subject to US 
export control regulations, i.e. the International Traffic in Arms Regulations 
(ITAR) or the Export Administration Regulations (EAR). All applicants must 
be U.S. persons within the meaning of U.S. regulations. 
 


