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JOB DESCRIPTION 
 

TITLE 
   Supply Chain Analyst 

NUMBER 
    50016127 

JOB FAMILY 
   Logistics 

GRADE 
    8 

DATE REVIEWED 
   May 2012 

FLSA CLASSIFICATION 
    Exempt 

JOB SUMMARY 
Leads the analysis of material/service needs for projects in order to ensure accurate forecasts, timely delivery and 
order fill rates.  Conducts distribution and network studies to maximize the efficiency of  supply chain operations.  
Develops and maintains reports and supplier statistical data for evaluation purposes and is responsible for other 
modeling/spreadsheet processes.  Point of contact for Supply Chain system training, support and best practices. 
 
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 
 Develops reports to support operations and supply chain activities and process improvements. 
 Conducts market research to provide Procurement staff with commercial and supply data. 
 Develops and maintains tracking & analytical models required for order/contract management tasks. 
 Analyzes root causes for supply deficiencies – invoicing, on-time delivery and non-conformance resolution. 
 Prepares complex bid evaluations. 
 Develops and administers purchase orders and contract addendums/change orders. 
 Analyzes material needs for major projects in order to achieve desired delivery times and order fill rates. 
 Analyzes distribution and storage of goods to minimize carrying costs and maximize profitability. 
 Maintains ethical and professional contacts with outside suppliers and contractors to support PSE in it 

business. 
 Conducts analysis related to market trends to ensure competitive pricing. 
 Assists with the management of programs such as Procurement cards, Supplier Evaluations, Invoice 

reconciliation and Internal controls testing. 
 Develops logistics plans for production schedules and storage of goods. 
 Performs other duties as assigned. 

MINIMUM QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 Advanced knowledge of PC operation and software applications (Word, Excel, Access, etc.) and keyboarding 

skills.  
 Bachelor’s degree in finance, business administration or other related field or equivalent work experience. 
 Proficient in the use of models including MS Excel and Excel add-ins or industry equivalent spreadsheet 

applications. 
 Must be customer focused, good communicator, and demonstrate problem solving and decision making skills. 

DESIRED QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 Familiarity with procurement processes. 
 5+ years of professional work experience, with experience in the energy industry highly desirable. 

 


