
  

 
 
 
 

Job Description 
 
 
Job Title: Purchasing Associate 
Reports To: VP of Finance 
Salary Class: Hourly Benefits Class 4 – Non-Exempt 
 
With our home office located in historic Ybor City (Tampa) Florida, J.C. Newman Cigar 
Company is the oldest family-owned cigar manufacturer and distributor of premium 
cigars in the country as well as the last operating cigar factory in the Cigar City of Tampa.  
We have over a century of proven success in the cigar industry. Partnering with the 
Dominican based Tabacalara A. Fuente Y Cia Cigar Company, the J.C Newman & Arturo 
Fuente Cigar Company is the world leader in cigar manufacturing and distribution 
 
Working to support all of the purchasing of supplies and goods for the Company, this 
position requires an individual with at least 3 years of purchasing experience.  The ideal 
candidate will be experienced in handling a wide range of clerical and administrative 
duties to support the Purchasing Department as well as other areas within Accounting.  
The ideal candidate should possess the ability to effectively work in a fast-paced 
environment and be able to multi-task and work independently.  
 
Brief Description of Duties: 

⋅ Work with internal team members to successfully process order requests in a 
timely manner. 

⋅ Manage and maintain positive relationships with vendors and suppliers. 
⋅ Streamline and build on current purchasing suppliers ensuring most cost-effective 

options are used. 
⋅ Work with Receiving and other departments to ensure timely receipt of 

merchandise. 
⋅ Communicate effectively with vendors and team members via email and others 

forms of communication. 
⋅ Work closely with the Accounting Department for inventory cycle counts and 

costing. 
⋅ Coordinate delivery schedules and work with the Receiving Department and 

others to effectively receive goods. 
⋅ Assist with front desk reception/phones when required. 

 
 



 

Requirements: 
⋅ Must have excellent interpersonal skills and communication skills 
⋅ Must be able to interface with other departments, team members and vendors in 

a professional and cooperative manner. 
⋅ Must have the ability to work in a fast-paced environment, handle multiple tasks 

simultaneously and work under tight deadlines. 
⋅ Must be able to develop solid relationships with vendors and fellow employees. 
⋅ Must be able to notice small details, i.e., checking for reasonableness.   
⋅ Must be conscientious and accurate; double checking work before completion. 
⋅ Must be able to follow through and complete unfinished tasks. 
⋅ Must have general computer skills and working knowledge of Microsoft Office 

(Outlook, Word, Excel) 
 
J.C. Newman Cigar offers a competitive salary in addition to our rich benefits package 
which includes major medical, dental and vision insurance, a 401k Savings Plan with 
Company match, Company paid life and short-term disability insurance, long term 
disability insurance, vacation and personal time. J.C. Newman Cigar Company is an equal 
opportunity employer.  We are a drug free workplace. 
 
To be considered for this position and the opportunity to join the most elite “Cigar 
Family” in the industry, please forward a copy of your resume along with cover letter to 
Aimee Cooks, Human Resource Manager, at acooks@jcnewman.com. 
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