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Purchasing & Inventory Coordinator   

Want to drive the horticulture industry forward? Let’s meet. 

A.M.A. Horticulture Inc. is a dynamic, solutions-focused distributor that has been serving the 

horticulture industry since 1982. Our close-knit team of industry experts understands emerging 

trends, opportunities and grower pain points and works alongside our customers to deliver 

innovative, custom solutions and cutting-edge products that improve growth and profitability.  

We are looking for talented people with a passion for horticulture, an excitement for innovation 

and solutions-driven thinking, and a thirst to learn. Sound like you? We want to hear from you!  

Position Overview 

This a full-time, in-house position with options for group benefits, RRPS and profit sharing. The 

ideal candidate works independently, has strong organizational and time-management skills and 

can build trusted relationships. This role serves as the purchaser for all departments through the 

receipt, logging and fulfillment of purchase orders and through the development of a purchasing 

plan. This role has opportunity for growth in purchasing and horticultural supply chain strategy.  

Duties & Responsibilities 

• Build professional, trusted partnerships with valued vendors in North America and Europe 

• Develop and maintain purchasing plan: Work collaboratively with sales team; ensure 
purchasing aligns with A.M.A.’s commitment to offering value for money and high-quality 
horticulture solutions; ensure competitiveness and negotiate on purchases/freight  

• Manage all purchase orders from end-to-end: Confirm orders with vendors; process all 
orders and monitor to ensure on-time delivery; verify, file and send to vendors; maintain 
accurate records (spreadsheets) for products that have been ordered; process and file order 
confirmations; work with accounting to reconcile orders with invoices  

• Supporting inventory control: Assist in the development, oversight and continual 
improvement of A.M.A.’s inventory management  

• Support coordination of raw material delivery and maintain monthly inventory levels to meet 
the needs of A.M.A.’s in-house production schedule; build BOM’s for production  

• Track inbound shipments for purchases to ensure timeliness and follow up with vendors 
regarding any delivery discrepancies; negotiate and execute returns with vendors 

• Work with order fulfillment team to produce back-order pick lists and track orders to ensure 
timely fulfillment of customer needs  

 
Al’s Flower Pouch & Special Projects 

• Maintain accurate records (spreadsheet) of Al’s Flower Pouch customer orders  
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• Coordinate with production team to ensure that raw goods are available and Al’s Flower 
Pouch production is on time for shipment  

• Support coordination and tracking of other A.M.A. niche/specialty programs 

• Manage sample acquisition from vendors for promotional purposes (display/conferences) 

• Support customer service, order-taking and other ad hoc duties as needed  
 
Essential Background & Skills 

• The ideal candidate brings 3-5 years of prior purchasing and inventory management 
experience; experience in the horticulture industry is an asset  

• Knowledge of purchasing processes and experience in process improvement  

• Strong interpersonal skills and effective negotiation skills  

• Extremely organized and detail-oriented with demonstrated time-management skills  

• Knowledge of budgeting, inventory and cost management  

• High proficiency in Microsoft Office (Excel, Word, Outlook) and Sage 50  

• Ability to work both independently and in a collaborative environment  

• Ability to travel (10% travel) 

• Interest and knowledge of basic operations and supply chain  

• Motivated and enthusiastic team player   

• Ability to think critically, problem solve and exercise good judgement  

• Ability to handle confidential information with tact and discretion 

How to Apply 

Ready to join the A.M.A. team and help drive the future of horticulture? Apply today! Email your 

resume and cover letter detailing your interests, background and relevant experience to 

ama@amahort.com with subject line Purchasing & Inventory Coordinator.  

About Us 

A.M.A.’s slogan is “Solutions for your success”. We don’t start with the products, we start by 

asking customers about their goals and challenges, and then work with them, our own team, 

and our global network to find the right solution. Sometimes when the solution doesn’t exist, we 

make it ourselves. It’s a team effort, and as a member of our team, you contribute to the overall 

success of our customers, and of A.M.A. Learn about A.M.A.’s culture and values here. 

A.M.A. is in the heart of Canada’s horticulture industry. Windsor-Essex is home to North 

America’s largest greenhouse cluster, providing unparalleled opportunity to learn and grow. Our 

facilities are located in the thriving yet quaint town of Kingsville, Ontario, Canada’s beautiful 

southernmost town, with bustling Windsor and Detroit just 30 minutes away. 

Learn more about A.M.A. at www.amahort.com.   
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