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The American Institutes for Research (AIR) is a leading professional services firm which prides itself in conducting high-impact, high-stakes projects for significant Federal, state, and private organizations. We are currently seeking a Sr. Manager, Business and Purchasing reporting to the Director, Program Finance and Procurement. This position will be located in our Washington, D.C. (Georgetown) office. 

Responsibilities:  
The Sr. Manager, Business and Purchasing is responsible for managing AIR’s centralized purchasing function, including operation and maintenance of the Deltek Cost Point/OnBase purchasing system and provision of procurement support to all AIR Programs and support units. 
•Responsible for conducting moderate to complex procurements including substantial IT hardware and software orders, and subcontractor/consultant services in support of all AIR Programs and support units in compliance with prime contract, Federal Acquisition Regulations, Public Law, and company policy requirements.
•Support the enhancement and maintenance of an internally developed centralized purchasing function at AIR, including system, policies, processes, procedures, and staff communications and training. 
•Create and maintain purchasing policy information and user aides on the Purchasing internal web page that serves as the main information link for staff accessing purchasing services.
•Liaison with the Contracts and Accounting units to provide seamless customer service support to internal users and external vendors.
•Maintain and organize all purchasing system and supplier contract documentation.
•Responsible for promoting the purchasing system and services across all of AIR and educating staff on all steps of the purchasing cycle.
•Analyze company purchasing activities, initiate Requests for Proposal, and negotiate purchasing arrangements with major providers that are financially and contractually favorable to AIR.
•Support all internal and government audits of the purchasing system and provide information from the purchasing database to support accounting system or program audits by the same.
•Supervise three (3) Buyers in support of the above.
•Demonstrate financial stewardship, excellent verbal and written communication skills, a strong work ethic, and superior ability to work in a team environment within the Corporate Finance Office and across AIR.  
Qualifications:  
•Bachelor's degree in a business-related field is required. A Master’s degree in a business-related field is a plus.
•7 - 10 years experience in management of a business function to include knowledge of the purchasing cycle for a professional services, federal government contracting organization is required. 
•7 – 10 years experience supervising staff in the above environment is required.
•Proficiency in MS Excel and MS Word is required.
•Strong interpersonal and communication skills are required.
•Experience writing policies, procedures, and Request for Proposals (RFPs) is required.
•Must be able to work independently and as part of a team on professional assignments using judgment and creativity in solving problems while providing strategy, advice, counsel, and recommendations on possible solutions. 
•Purchasing system design, implementation, and maintenance experience a plus.
•Experience with the Deltek CostPoint Materials Management and OnBase systems a plus

For more information and to apply, please visit our career center at www.air.org and conduct a job title search.


