
Purchaser 

Job Description 
 
LED Smart Inc is the leading global LED manufacturer located in Surrey BC with 
over 26 years in business.  

We are looking for enthusiastic person to join our thriving business development 
team. We share our achievements with all employees and value employees' self-
development and guarantee a promising career prospect. 

 
General Duties & Responsibilities: 

 Manage daily purchasing activities and allocate tasks. 
 Manage supplier relations and negotiate contracts, prices, timelines, etc. 
 Oversee supplier compliance with internal quality standards and 

external regulations 
 Maintain the supplier database, purchase records, and related 

documentation. 
 Coordinate with inventory control to determine and manage inventory 

needs. 
 Manage shipments and delivery schedule. 
 Evaluate contracts to ensure compliance with legal requirements and 

organizational policies 
 Ensure that all procured items meet the required quality standards and 

specifications. 
 Work to improve purchasing systems and processes. 
 Prepare monthly, quarterly and annual procurement plans and progress 

reports as required. 
 Build and maintain good relationships with new and existing suppliers. 
 Compare proposals for price and specifications. 
 Negotiate with vendors to reduce costs. 
 Communicate with vendors to ensure that the product arrives in a 

timely fashion. 
 Minimize additional freight, ocean and handling cost for global 

transportation, though the effective scheduling of raw material 
shipment sourced from the global. 

 Work with production management, provide assist in resolving account 
payable, inventory, and follow-up to ensure POs’ are placed on time. 

 

 Ensure effective lines of communication to ensure timely delivery of 
goods using the most appropriate procurement procedures. 

 Ensure that quality, quantity, and customer satisfaction are met. 



 Resolve problems concerning transportation, logistics systems, or 
customer issues. 

 Negotiate transportation rates and services. 
 Coordinate receive and deliver and/or shelf all incoming shipments, 

ensuring accuracy of shipments, noting damage or shortages. 
 Requisite and maintain the inventories of products in order to meet the 

production needs. 

Qualifications & Skills: 
 Post Secondary School diploma (Mechanical / Engineering Background 

Preferred) 
 1-year experience 
 Self motivated and good team player 
 Computer proficiency using MS Office 
 Know electronic components 

 
Required language: 
English and Mandarin 

Job Types: Full-time 

Salary: From $18.00 per hour 

 


