
 
Job Title: Purchasing Coordinator​        ​   ​ ​ Date: August 2026 
Reports to: Camp Operations Director 

 
 
Purpose: The Purchasing Coordinator supports the mission of the Barnabas Foundation by 
ensuring exceptional experiences and maintaining efficient, cost-effective purchasing 
operations. This role serves as a key liaison between retreat groups, staff, and 
vendors—coordinating logistics, managing facility needs, and maintaining strong stewardship of 
organizational resources. By providing organized, proactive support and upholding high 
standards of service, the Purchasing Coordinator helps create meaningful environments where 
guests, volunteers, and staff can thrive. This is a fulltime, year-round, exempt position.  
 
Description of Duties and Responsibilities: 
Purchasing 

●​ Source and evaluate suppliers and vendors to ensure high-quality goods and 
competitive pricing. 

●​ Negotiate terms, conditions, pricing, and contracts with suppliers. 
●​ Monitor inventory levels and forecast needs to prevent shortages or overstocking 
●​ Maintain accurate purchasing records and documentation 
●​ Must communicate and collaborate with staff to determine purchasing needs; meeting 

frequently to assess and resolve issues. 
●​ Resolve any issues related to delayed shipments, defective goods, or vendor disputes 
●​ Place, track, and receive orders to ensure timely stock replenishment. 

Warehouse 
●​ Oversee upkeep and organization of the warehouse. 
●​ Be present to receive large shipments of goods when deliveries arrive. 
●​ Communicate and address warehouse etiquette (ie. put a system in place to help monitor 

what is being added/taken out of the warehouse to ensure Barnabas is being good 
stewards of what is received/purchased).   

Stores (Outfitters, Barnabean, Harbor, and Prep stores) 
●​ Manage stores: manage summer staff at camp a minimum of 3 days a week. 
●​ Stock items in store locations and manage organized overstock storage. 
●​ Input product information into the system, including images, SKUs, descriptions, 

weights, quantities, and costs. 
●​ Identify product needs by analyzing past sales data to determine quantities for ordering. 
●​ Oversee shipping and customer service processes for store items. 
●​ The ability to determine what products produce revenue; what products do not and 

adjust purchasing accordingly.  
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●​ Ability to determine what produces revenue and adjust profit margins 
●​ Run the stores when needed/keep the stores stocked for Retreats 
●​ Collaborate with Camp Operations Director on which stores to open for which retreats 

 
There may be other duties assigned by the direct supervisor when necessary.  This list may not be 
exhaustive.   
 
Required Skills and Abilities: 

●​ Must have a current drivers license.  
●​ Particular software systems or computer knowledge preferred. 
●​ Professionalism and acute attention to detail. 
●​ Ability to present information concisely and effectively, both verbally and in writing. 
●​ Ability to organize and prioritize job responsibilities.  
●​ Follow uniform standards and policies. 
●​ Must address all concerns before the end of the day when Camp and/or Prep are in 

session to honor our commitment to safety, trust, and timely care.    
●​ Model of Christian life in the community. 

 
Education and Experience: 

●​ High School Diploma required. 
●​ Bachelor's Degree preferred. 
●​ Must pass reference checks and background screenings, which includes sex offender 

registry checks, and Child Protection Plan training.  
 

Physical Requirements: 
●​ Must be able to lift 25-50 pounds.  
●​ Must be able to work in the heat. 
●​ Ability to walk a mile over uneven terrain, after dark if necessary.  
●​ Must be forklift certified (training can be provided).   
●​ Must be able to be onsite at least 3 days per week during the summer and some 

weekends for retreats and Barnabas events.  
 

 
 
 
Printed Name: _____________________________________________ 
 
Date: ___________________ 
 
Signature: _________________________________________________ 
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