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JOB DESCRIPTION 
 

TITLE 
   Material Coordinator 

NUMBER 
    50019456 

JOB FAMILY 
   Logistics 

GRADE 
    7 

DATE REVIEWED 
   May 2012 

FLSA CLASSIFICATION 
    Non-Exempt 

JOB SUMMARY 
Performs a variety of order lifecycle functions necessary to acquire materials, equipment, and services for business 
unit; this includes interfacing with a variety of PSE staff and departments, as well as vendors as required. 
 
Upholds the safety compliance standards inherent in PSE’s operating and/or field procedures related to work 
responsibilities. Promotes and supports a culture of total safety. 
 

JOB RESPONSIBILITIES 
 Performs activities in the order lifecycle: 

 Works with requestors in completing order requests, orders materials and/or services including 
creating/entering purchase requisitions in SAP . 

 Places orders directly with approved vendors, and tracks purchases in SAP accordingly.  
 Uses appropriate software applications to notify requestors as to the lifecycle status of the orders. 
 Documents and reports purchasing history and associated accounting.  
 Responds to inquiries related to orders and delivery. 

 Performs price research and comparisions among approved vendors when necessary. 
 Coordinates release of various departmental reports. 
 Reconciles Pcard statement and associated report documentation.   
 Provides other reporting support as required. 
 Performs other duties as assigned. 

MINIMUM QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 Associate degree in business or related, plus 3 years procurement-related experience; or equivalent 

combination of education and experience may be substituted. 
 Customer focused; strong communication and problem solving skills. 
 Strong attention to detail. 
 Strong organizational skills. 
 Ability to discuss many options, objectively and collaboratively determine the best solution. 
 Ability to work collaboratively in a fast-paced environment with personnel of varying disciplines and background.
 Written and verbal communication skills. 
 Experience with MS Office (Excel, Word, PowerPoint and Outlook) 
 Skills in asset and inventory management. 
 Auditing skills. 

DESIRED QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 Knowledge of utility business processes. 
 3 years experience in material procurement. 
 Experience with: 

 SAP - Materials Management. 
 Remedy - Incident Management. 
 Adobe Acrobat Pro 

 
 


