
HAY JOB DESCRIPTION

TITLE: Purchasing Apprentice

BUSINESS: Fujifilm Diosynth Biotechnologies

REPORTS TO: Purchasing Manager 

LOCATION: Billingham

JOBHOLDER:

DATE: 16JAN19

JOB PURPOSE

To provide a comprehensive purchasing service to meet the current and developing requirements of 
Fujifilm Diosynth Biotechnologies Limited. The role will ensure that items are: purchased to the correct 
specification and quality at the best value for Fujifilm. 
The role Incorporates e-commerce, order placement, ensuring any purchasing queries are dealt with and to 
demonstrate Vendor Relationship Management with vendors.
As part of the role, management of the Supply Chain vendor complaints will be key.

This role follows the five R principles of Right Price at the Right Time, deliver the Right Material to the Right 
Place with the Right Quantity. 

DIMENSIONS:

No. of Live Programmes:     30-40

Sales value of products:                                    £50 million

Annual purchase value:                                     £30 million
 
Intranet purchases:             > £10 million per annum
             
Authorised holder signatory limit:                   > £500 per order

PRINCIPAL ACCOUNTABILITIES

 To maintain close links with each customer programme team to ensure the timely provision of all 
required equipment and services to meet the agreed S&OP milestones.

 Process all In-direct SAP driven purchase requisitions.
 Ensure payment terms, shipping terms and terms & conditions are in Fujifilm Diosynth 

Technologies’ best interests.
 Deal with any PO discrepancies and liaise with end users with any discrepancies or requirements to 

expedite orders.
 To give guidance and assistance in the raising of site requisitions as/when required.
 To ensure all allocated training is completed and up-to-date within given timeframes.
 Be a key part of the Supply Chain Vendor Complaint process, managing the allocation of 

complaints, ensuring all actions are followed up and closed as per site procedures.
 Act as the Buyer for Quality and Process Development groups.



 Support the Fujfilm Diosynth Biotechnology philosophy of Vendor Relationship Management (VRM) 
and build external vendor relationships.

The apprentice, will study and work towards completing the Commercial Procurement and Supply 
Apprenticeship within the 2 year placement. As part of this study, the applicant will attain a Level 4 Diploma 
with the Chartered Institute of Procurement and Supply (CIPS).

SPECIAL FEATURES

The job holder will be required to work towards and obtain operating knowledge of the various site systems, 
including the site ERP system SAP, EDMS (Electronic Document Management System) and Trackwise. 
The applicant must be computer literate and have a working knowledge of Word and Excel and have the 
ability to manipulate, analyse and present data. 

In this role, the job holder must have the ability to recognise any potential opportunities and develop them 
further to the advantage of Fujifilm.  

The job holder must have the ability to work without direct supervision and to determine changing priorities 
on a daily basis, to meet diverse demands from a variety of sources, often to meet differing Customer 
needs. The job holder must be prepared to work flexible hours to manage peak work demands.

Excellent interpersonal skills to establish good working relationships with customers, suppliers & peers of 
all levels within internal and external organisations are an essential requirement of the job holder.

Competency Demonstrated Behaviours

Conceptual Thinking
            Understands how own tasks relate to the wider framework

            Makes connections between facts and events that are not readily obvious

            Develops models and sees the ‘big picture’

            Compares present data and events with previously defined frameworks

            Fits information to mental models and frameworks

            Relates different pieces of information and recognises trends

Analytical Thinking
            Makes sense of information by organising it

            Identifies cause and effect relationships

            Thinks through the consequences of different courses of action

            Considers pros and cons before deciding

            Identifies root causes

            Thinks through priorities

            Understands and evaluates numerical data, tables, charts or graphs to get 
to the cause of a problem

Ability to Learn
            Quickly understands what new tasks/jobs required



            Easily learns unique job related vocabulary

            Quickly understands and uses processes, technologies and ideas that are 
continually being updated

            Easily learns new information regarding changing products, operations 
etc.

            Understands and learns to work with new business, office and information 
technologies

            Learns highly complex information regarding a product or operation

            Is open and understands new ideas

Adaptability
            Pursues policies and procedures consistent with local norms and values

            Adjusts strategies to changes in the environment

            Adopts means of communication and interaction that suit different cultures

            Deals with effectively with people from a variety of backgrounds

            Behaves consistently with local norms and values

            Maintains effectiveness when dealing with people from a variety of 
backgrounds

            Decides courses of action in ways that take account of different 
environments and cultures

Thoroughness
            Follows up incomplete or inadequate answers to pin down the facts

            Acts to reconcile inconsistent forms of data

            Takes action to tie up loose ends

            Checks to ensure data is accurate and sustainable

            Makes sure all necessary tasks have been completed

            Checks work for errors and omissions

            Carefully prepares and checks details for key events, presentations, etc.

            Masters all details relevant to making a case

            Takes care of both small and large aspects of a task

            Keeps track of many details without forgetting items

ORGANISATION CHART



             


