
HELICOPTERS 
 

JOB DESCRIPTION 

Employee Name  

Job title Procurement & Purchasing specialist 

Job grade Non-managerial position 

Division Operation Division 

Department Logistic & Procurement Dept. 

Section Procurement Sect. 

Reporting to Head of Procurement Sect. 

 

 

The Procurement & Purchasing specialist will report to the Head of OLP and is in charge of overseeing aviation-related 

purchase for AH Japan. He / she will liaise with oversea & domestic suppliers as well as AH/AHD to perform order 

execution and establish contract management. He / she will identify, select and negotiate contracts with suppliers under 

the supervision of the Head of OLP. He / she will also lead the orders administration team to ensure smooth operation. 

 

 

 Purchase goods or services that meet quantity and quality expectations and coordinate related logistics 

activities. 

 Monitor and follow closely outstanding Purchase orders with AH/AHD & suppliers. 

 Negotiate terms with suppliers such as price, quality of goods, deadlines, expectations, etc. 

 Identify and assess potential new suppliers for AHJ. 

 Build strong relationships with suppliers in order to create competitive agreements. 

 Ensure that evaluation and qualification of suppliers is performed and maintain as AHJ Approved Suppliers. 

 Follow-up discrepancy issues and provide timely response to achieve optimum customer service satisfaction 

level. 

 Generate, monitor and analyze KPI (supplier performance, delivery performance, vendors backlog, late orders, 

quality, etc.) 

 Organize regular review between AHJ procurement team, AH/AHD and suppliers. 

 Follow up Spares, R/O, warranty, H Care, outsourcing orders and take the lead to address issues to relevant 

person when needed 

 Interface with AHJ Customer Support team and Marketing team to plan and prioritize procurement matters. 

 Participate in aircraft offer process to provide right input on costing activity. 

SUMMARY OF POSITION 

DUTIES AND RESPONSIBILITIES 



 Track order acknowledgement, prepare and communicate shortage and backlog reports, and provide visibility of 

potential interruptions to customer support team and internal customers.  

 Ensures order and contract are managed in compliance with export control rules.  

 Identify opportunities and implements actions to lean processes. 

 In shift basis, follow-up AOG orders which might come during weekends and evening.  

 

 

Proficient in English and Japanese 

Experience in procurement activity  

Comfortable with data manipulation tools (SAP, Excel, Access, etc.) 

Able to demonstrate good negotiation and analytical skills 

Project management skill 

Excellent interpersonal, communication (both verbal and written), presentation, time management and 
organizational skills 

Strong problem solving skills 

Maintain a positive attitude and willing to learn continually 

Helicopter knowledge to understand customer’s issues linked with business is recommended 

Good knowledge of Order Administration tool (SAP), AH processes ( Spare and R&O), Warranty management will be 
a plus 

 

 

JOB REQUIREMENTS 


