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BOARD OF EDUCATION
	Saskatoon School Division No. 13


	P O S I T I O N   D E S C R I P T I O N


Position:	PURCHASING AND LOGISTICS CLERK 


Immediate Supervisor:	MANAGER OF FOOD AND NUTRITION SERVICES 


Core Function:

The Purchasing and Logistics Clerk works closely with nutrition leads and administration teams to ensure ordering and delivery systems function effectively. The Purchasing and Logistics Clerk maintains ordering and inventory systems, and tracks food and non-food supplies, coordinates equipment and capital purchases, and coordinates deliveries to meet production schedules. 

Duties and Responsibilities:

The Purchasing and Logistics Clerk will perform some or all of the following functions:

1. Source and order food ingredients, packaging materials, and kitchen supplies from approved vendors. 

2. Source equipment and small wares as needed.

3. Work with other departments to coordinate delivery and installation of equipment and other non-food purchases.  

4. Monitor purchases and ensure they align with budgetary and nutritional standards.

5. Maintain accurate records of incoming and outgoing goods.

6. Coordinate with kitchen staff to forecast demand and prevent shortages or overstocking.

7. Maintain internal recipe database; update data to ensure accurate ordering and production.

8. Assist in compiling historical information related to purchasing to be used in identifying opportunities for cost savings.

9. Assist in expediting orders, arranging return of goods to suppliers and resolving problems with suppliers.

10. Schedule and coordinate deliveries to ensure timely receipt of goods. 

11. Resolve discrepancies with vendors and delivery personnel.

12. Ensure all purchasing and logistics activities comply with food safety regulations and internal policies. 

13. Performs such other tasks as may be required to meet organizational deadlines and objectives.


Qualifications:

1. Grade 12 or equivalent; plus, the successful completion of a one-year business program. 

2. Experience in purchasing, logistics, or inventory management is preferred.

3. Preference will be given to candidates with knowledge of commercial cooking equipment and experience in food service, particularly in high- volume settings. 

4. Familiarity with food safety standards (e.g., HACCP, local health regulations).

5. Proficiency in inventory and procurement software (e.g., Microsoft Excel, E-commerce).

6. Strong organizational and communication skills.
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