
	
	

	
	

	

Online Buyer 
 
PROGRESSION OF SUPERVISORS:  Ecommerce Marketing Specialist, Online Sales Manager, 
Managing Director, Vice President, President 
 
JOB SUMMARY:    
 
Establish a new role on the Online Marketing team to research and develop inventory management 
processes through coordination with internal teams and external suppliers. Build relationships with 
vendors and internal players to ensure we have the products, supplies and materials when and 
where they are needed to help the company reach or exceed sales goals. Use sales forecast analysis 
to assess and adjust inventory levels. Use strong communication and negotiating skills to cultivate 
a network of suppliers. Research and communicate changes and trends when testing new product 
lines. Implement procedures to receive and accurately count material. Through analysis and 
communication, build a process to minimize the risk of over/under planning. 
 
ESSENTIAL FUNCTIONS: 

1. Own the process of market research, price comparison, buying, receiving and tracking of sales 
for reordering inventory. 

2. Research and test new products, coordinating with others to determine the needs of each 
department, which could include but are not limited to external sales data and trend analysis, 
product information, content, samples, buying timeline and seasonality. 

3. Interpret sales forecasts using Salesforce and plant management software (Picas) to make 
accurate adjustments to buying projections. 

4. Identify needed inventory adjustments to quickly provide a recommended path to ensure we 
remain in stock. 

5. Build relationships and processes to cultivate a network of suppliers. 
6. Optimize product margins through effective cost analysis and pricing model development. 
7. Work closely with shipping department and internal product managers to develop and 

implement process for receiving new material and accurately inputting numbers into our system. 
8. Manage online inventory numbers, making adjustments as needed based on sales forecasts and 

information from internal product managers. 
9. Coordinate with Ecommerce Marketing Specialist on national promotions to adjust and track 

necessary online inventory numbers. 
10. Internally communicate inventory updates across necessary departments, including but not 

limited to Marketing, Shipping, Product Line Managers and Customer Relations. 
11. Assist with planning and reporting of marketing activities. 
12. Contribute to the execution of an assortment of innovative new projects and tasks that impact 

and change the horticulture industry. 
13. Assist the Ecommerce Marketing Specialist and Online Sales Manager as needed. 

 
ESSENTIAL SKILLS: 

1. Strong analytical ability to analyze reports and interpret data trends 



	
	

	
	

	

2. Works well in a team environment, communicating openly while also being able to 
independently manage responsibilities 

3. Demonstrates the ability to quickly learn and adapt to new computer systems, company specific 
programs and other technologies 

4. Earns and maintains the trust and respect of all employees, co-workers and customers 
5. Demonstrate a high level of professionalism while at work, or while representing the company in 

any capacity 
 
ESSENTIAL WORK HABITS: 

1. Strives to learn and improve. Seeks out ways to better themselves and the company.  Takes 
initiative with responsibilities.  Is hardworking and self-motivated.  

2. Establish and maintain working relationships with all vendors to obtain reasonable quotes for 
any needed materials or resources.  

3. Adjust schedule seasonally as needed, willing to work more or less hours depending on need of 
department. 

4. Report to work as scheduled, maintaining a level of absences that results in minimal 
departmental disruption and minimal unfair burden on other employees. 

5. Demonstrate the ability to maintain a positive and cooperative attitude with all fellow employees.  
Promote positive morale by working effectively as a team member   

 
QUALIFICATIONS: 

1. 2 to 4 years of relevant experience or equivalent combination of education and work experience 
2. Experience and/or high comfort level working with Microsoft Excel 

 
Preferences 

1. Prior experience with wholesale buying processes for direct to consumer sales  
2. Experience and/or high comfort level working with Salesforce or other Customer Relationship 

Management systems 
3. Experience working with live products, such as plants or other perishable goods 

 
PHYSICAL ASPECTS: 

1. Lifting minimum of 30 lbs.  
2. Employee may be exposed to temperatures that can be 10-20 degrees above outside 

temperatures seasonally.  
3. Bulk of time is spent at a desk utilizing a computer.   

 
 


