
Airbus Helicopters  Job description 
 

 

Job and Department Title 
 

Job Title: Outsourcing Officer  
Department name: Logistics Dept., Procurement Sect.(Kobe) 
Airbus Group Job Family Helicopters 
Grade  Non Manager Position 

 

Job Summary 
 

The outsourcing officer is responsible for coordinating on time delivery of outsourced 
products/services for aircraft maintenance to deliver customer’s helicopter. 
This position requires basic knowledge of Outsourcing and Supply Chain management to 
negotiate with existing or potential outsourcing suppliers.  
 

Main Responsibilities 
 

 Quotation Management 
- Obtain quotation from suppliers on time with the best price and lead-time.  
- Provide feedback to internal relevant sections and departments.  

 

 Order management  

- Place purchase order to suppliers and follow-up orders till delivery. 
- Inform relevant sections in case of delay and take corrective actions.  

- Keep record and monitor order status. Prioritize urgent requirements.  

- Coordinate with Work Preparation Section and Maintenance Section for sending core 

unit to suppliers. 

- Ensure delivery to meet customer’s RDD or supplier’s CDD. 

- Inform Maintenance section of arrival of outsourced products and prepare the 
documents for acceptance inspection. 
 

 Discrepancy management 

- Liaise with internal relevant sections to collect defect information.   

- Liaise with suppliers to address the discrepancy and follow up till the resolution. 

- Coordinate return of the outsourced products to suppliers for re-work if needed. 

 
 Cost management  

- Ensure outsourcing cost will not exceed the original budget in MRO activity. 

- Report to internal relevant sections immediately when additional costs are generated. 

- Report the cost of WIP (work in progress) to Finance section format on a monthly basis. 

 

 Invoice management  

- Obtain invoice on time from outsourcing suppliers.  

- Record receiving entries of goods into our ERP when invoices are received from suppliers. 

- Submit all invoices for the orders completed in the current month to Finance Dept 

before the cut off. 
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 KPI monitoring  

- Collect & monitor outsourcing activities KPI’s on a monthly basis. Responsible to report 

KPI to manager(s) and draw up action plan to improve the performance.  

 

 JISQ Management 

- Ensure AH Japan outsourcing activities are fully compliant with JISQ requirement and 

provide support during different audits.  

 

Minimum Qualifications/Requirements 
 

- Experience in Procurement, Order Management, Supply Chain or/and Maintenance 

Center organization preferred 

- Excellent communication skills both verbal and written in Japanese and business 

level in English 

- Excellent negotiation skill 

- Proficient in Microsoft Office ( Excel, Word, Access, PowerPoint) 

- Good knowledge of SAP preferred 

- Ability to work under pressure 

- Ability to identify operation issues and propose action plan to management 

- Multi-tasks ability 

- Ability to encourage and motivate team members by giving positive attitude and 

feedback even in difficult situation. 

 

Working Conditions / Environment 
 

 
Working hours  : 9:00-17:30 (Lunch Break 12:00-12:50, Afternoon break 15:00-15:10) 
   
Holiday            : Fixed Holidays: 8 days per month 

                                 Adjustment Holidays: to be set per month as necessary 

Paid vacation:  First year *10 days (refer to Kitei to define how many days) paid holidays will 
be provided if the employee works over 80% days of prescribed working days over 3 months.  
 
Working place: Kobe 


