
RESUME REQUEST FORM 

Requested by: Title: 

Discipline/Department: Date: 

Please solicit resumes to fill the following position(s): 

Number of Position(s): 

Position(s) are: ☐ Salaried ☐ Hourly ☐ Contract

The ideal candidate would possess the following years of experience: 

☐ Entry Level ☐ 0-5 Years ☐ 5-10 Years ☐ 10-15 Years ☐ 15+ Years

Duration of the Position: 

Location of Work: ☐ WSNCo Office

☐ Client’s Office

☐ Offshore

☐ Field

Travel Required: ☐ YES Physical Skills Required: ☐ Lifting

☐ NO ☐ Climbing

☐ Operate Machinery

Degree Required: ☐ YES Software Required: ☐ AutoCad

☐ BS ☐ PDMS

☐ MS ☐ Bentley

☐ PE     REQUIRED ☐ 
☐ NO

Job Title:  

Position Open For: ☐ 2 Weeks ☐ 30 Days ☐ Open

17_May_2023
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RESUME REQUEST FORM 
JOB TITLE/LOCATION: 

REPORTS TO:  

JOB DESCRIPTION: 

QUALIFICATIONS: 
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RESUME REQUEST FORM 

OTHER: 
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	Resume Request Form 3_31_2014.pdf
	TEMPLATE2.pdf

	Requested by: Tony Hoffman
	Title: Project Services Manager
	DisciplineDepartment: NOLA - Project Management
	Date: 04/26/24
	Please solicit resumes to fill the following positions: Buyer
	1: 
	2: 
	Number of Positions: 1
	Salaried: On
	Hourly: Off
	Contract: On
	1015 Years: On
	Duration of the Position: anticipated to be 12+ months
	WSNCo Office: On
	Clients Office: Off
	YES_2: Off
	AutoCad: Off
	PDMS: Off
	PE: Off
	undefined_2: MS Office
	2 Weeks: On
	30 Days: Off
	undefined_3: Off
	510 Years: On
	05Years: Off
	15+Years: Off
	BS: Off
	Other: On
	Entry Level: Off
	Offshore: Off
	Field: Off
	YES: Off
	NO: On
	Lifting: Off
	Climbing: Off
	Operate Machinery: Off
	MS: Off
	Bentley: Off
	NO_2: On
	Job Title/Location: Buyer / New Orleans
	Reports To: Procurement Manager, Project Services Manager
	Job Description: NELSON is currently looking for a Procurement Specialist (Buyer) to help expand its procurement and material management capabilities across large industrial multi-discipline projects. Prospective candidates can expect to join a dynamic and creative team focused on delivering procurement packages from initiation through material receipt at the construction site and vendor data receipt for inclusion in the final project data books.   

As an integral part of the project services group, prospective candidates can expect to take on a wide range of responsibilities within the role of Procurement Specialist including but not limited to … 

- Supporting the project managers on all procurement and material management efforts 
- Providing oversight of procurement activities on one or more projects concurrently 
- Assembling requisition packages 
- Overall quality of all quotation / procurement packages 
- Ensuring timely delivery of procurement packages from initiation through purchase request 
- Driving and reporting on the status of material procurement from RFQ through delivery 
- Driving and reporting on the status of vendor data from PO through data book completion 
- Working with bidders and suppliers to meet project timelines
- Working with bidders to ensure timely response to requests for quotations and clarifications
- Supporting material management workflows throughout the detailed design effort 
- Interfacing with Discipline Engineering/Design Leads, Procurement, Purchasing, Project Controls, Document Control, etc. Each position noted may be filled by NELSON, the client, or both. 



	Qualifications: As a minimum, candidates are expected to have: 

- Obtained a high school diploma 
- Attained 5 to 15 years of relevant buying experience in an EP/EPC environment
- Knowledge in the principles and practices of the procurement process in the engineering, procurement, construction (EPC) of multi-discipline industrial projects 
- Skills to communicate effectively, both verbally and in writing to a diversely educated audience 
- Focus on professionalism and quality of work 
- Attention to data quality
- Good organizational and collaboration skills 
- Experience with MS Office suite of tools
- Experience with SAP and ORAS preferred but not required
	Other2: 
	Job Title: Buyer


