
Job Description 

Procurement and Inventory Analyst 
 
Company/Location: Kilwin’s Quality Confections, Inc./ Petoskey, MI 
Reports to: Purchasing Manager 
FLSA Status: Salaried/Exempt 
Date Last Revised: January 2020 
 
JOB SUMMARY 
Manage inventory and inventory levels in all warehouses for all purchased items. Create, send, and 
track purchase orders to ensure that materials are shipped on promise dates. Work with the 
Production and Warehouse Managers in managing inventory and inventory levels in all warehouses for 
all ingredients, manufactured items, and purchased products. Negotiate product costs and monitor 
commodity markets.  Optimize company assets by backhauling incoming product to reduce freight 
costs.  Manage and maintain system documentation and data integrity and content. 
 
ESSENTIAL FUNCTIONS 
1. Personally represents Kilwins Core Values, Core Purpose, Core Operating Standards, and Brand Promise. 
2. Provide integrity, honesty, and knowledge that promotes the culture, values and purpose of Kilwins Brand. 
3. Protect the confidentiality of intellectual property. 
4. Work to foster and ensure positive relationships with our Store Owners and Managers. 
5. Develop, maintain, and improve all materials, purchasing, and logistics related procedures and 

protocols. 
6. Purchasing and inventory management 

a. Maintain inventory levels of all items to min/max targets.  Manage and adjust these min/max 
targets using lost sales as a key indicator. 

b. Optimize inventory turns for all items. Work with the Materials and Logistics Manager and 
Warehouse Managers on database reporting and system enhancements that will improve this 
process. 

c. Perform administrative buyer duties, including purchase order execution, expediting, delivery 
confirmation, competitive analysis, re-sourcing management, etc. 

d. Become knowledgeable with KQC warehousing and logistics operations and be able to provide 
administrative or operational assistance as needed in those areas. 

7. Franchise Site/ERP content and data management and maintenance 
a. Manage and maintain data in ERP system and on the Franchise Site. 
b. Tracking and resolving issues (quality, timing, logistics, etc.) as they relate to supplier/vendor.  
c. Maintain purchasing documents, files, and records for the purpose of ensuring the availability of 

documentation and compliance with established policies and regulatory guidelines. 
8. Vendor related food safety certification and documentation 

a. Requesting, reviewing, and saving all C of A (Certificate of Analysis). 
b. Requesting, reviewing, and saving all Kosher, Organic, and Fair-Trade certification and 

documentation. 
c. Work with Food Safety Coordinator to learn and understand FDA rules and regulations and how 

they pertain to items purchased. 
d. Maintaining system requirements on product specifications, classifications, nutritional, and 

shelf life information. 
e. Collect and maintain all lot traceability documentation. 

9. Perform duties in a healthy and safe manner, and to act responsibly regarding our environment. 



Comply with all applicable federal, state, local, customer, and corporate requirements and 
regulations including: OSHA, DEQ, and FDA.  

10. Actively prevent pollution, reduce waste, and support the attainment of the established goals. 
Maintain an understanding of how specific job can affect the environment or the health and safety 
of themselves or others.  

11. Provide back-up to Sales and Customer Service position. 
 
KNOWLEDGE, SKILLS, AND ABILITIES 
1. Excellent oral and written communication skills. 
2. Ability to work well with others, be a good listener, and capable of managing to outcomes through 

influence-based leadership. 
3. Represent Kilwins in a professional manner at all times. 
4. Strong business acumen and demonstrated discretion in decision-making process.  
5. Strong Microsoft Excel skill level is preferred. 
6. Self starter capable of delivering results. 
7. Proven ability to properly handle confidential and sensitive material. 
8. Must be able to interface with customers in a professional and customer-oriented manner. 
 
EDUCATION AND EXPERIENCE 
1. Experience with procurement, database management, data entry and customer service. 
2. Food safety or similar experience preferred. 
3. Associate’s or Bachelor’s degree preferred. 
 
PHYSICAL REQUIREMENTS/WORK ENVIRONMENT 
1. Must be able to occasionally lift up to 50 pounds  
2. Some traveling required 
 
OTHER DUTIES 
Please note this job description is not intended to cover a comprehensive listing of all activities, duties or 
responsibilities that are required of the employee for this job. Individuals may perform other duties as 
assigned including working in other areas to cover absences or to equalize peak work periods or otherwise 
balance the workload. 


