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Retail - Buyer
Company Name: [INSERT COMPANY NAME HERE]
Department: Merchandising
Reports to: Chief Executive Officer
Location: [INSERT LOCATION HERE]
1. Position Summary
We're looking for a Buyer to choose and buy the products our stores and website sell in [your categories]. You'll find vendors, build each season's assortment, negotiate cost and terms, and place orders within the open-to-buy. Once product lands, you'll track sell-through and decide with the Inventory Planner what to reorder and what to mark down.
2. Essential Duties and Responsibilities
1. Build each season's assortment by category: which styles, colors, sizes and price points to carry, and how deep to buy.
1. Find and vet vendors at trade shows, markets and showrooms, and bring major new lines to the CEO for approval.
1. Negotiate cost, payment terms, order minimums, ship windows, freight, and markdown or return allowances.
1. Place purchase orders within the open-to-buy and track them through to delivery.
1. Set retail prices and initial markup, and set up new items in the system with correct product details.
1. Review sell-through every week and decide what to reorder, cancel or mark down.
1. Work with marketing, e-commerce and visual merchandising on launches, promotions and product information.
3. Key Tasks / Daily Activities
1. Review sales and sell-through by item, by store and online.
1. Talk with vendors about late shipments, cancellations, reorders and new product.
1. Approve samples, product photos and website descriptions.
1. Update the order book and confirm ship dates and receipts with the warehouse.
1. Shop competitors and our own stores to see what's working on the floor.
4. Key Performance Indicators (KPIs)
1. Sell-through by category: [your target].
1. Gross margin by category: [your target].
1. Initial markup: [your target].
1. Markdowns as a share of sales: [your target].
1. Vendor on-time delivery: [your target].
5. Required Qualifications and Skills
1. [3+] years of buying or assistant buying experience in retail.
1. Strong retail math: markup, margin, sell-through, open-to-buy and weeks of supply.
1. Has negotiated cost and terms with vendors.
1. Advanced spreadsheet skills and experience with a merchandise or inventory system.
1. Able to travel to trade shows and vendor meetings.
6. Preferred Experience
1. Bachelor's degree in merchandising, business or a related field.
1. Existing vendor relationships in [your product category].
1. Has bought for both stores and an online store.
1. Experience developing private label or exclusive products.
7. Physical Requirements
1. Sit at a computer for long periods, and walk trade show floors for full days.
1. Lift sample boxes up to [25] pounds.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Based at the central office, with regular store visits.
1. Travel to trade shows and markets [several times a year], sometimes out of state.
1. Longer hours before market weeks and during holiday reorders.
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new buyer gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
Need help filling this role? HireBus posts the ad, Iris interviews every applicant by phone before you do, and you decide who to hire. Start hiring now: hirebus.com/hiring-audit · This template: hirebus.com/job-descriptions/retail/buyer
08b81b95bef320733cdc98c1631b0ac008b1bf6e.png
Iy
& Z
A Y Blueprint) n “ hirebus

Start hiring now «___» hirebus.com/hiring-audit





