
Job Description: Purchasing and Logistics Coordinator

About CAP
Classical Academic Press (CAP) is in search of a Purchasing and Logistics Coordinator with 1-3 years of

experience in purchasing, logistics, and/or operations. This position is a full-time, salaried position that

requires a minimum of 40 hours of work per week (Monday-Friday).

CAP is a faith-based owned and operated company. It is a fast-growing publisher of curricula and media

for classical schools, Christian schools, classical home schools and classical charter schools. The company

is located in Camp Hill, PA, has 25 full-time employees and works with scores of contracted, free-lance

professionals such as authors, illustrators, and editors. For twenty years, CAP has brought

award-winning, creative products to the marketplace and has continued to show strong growth year

after year.

General Description
As the Purchasing and Logistics Coordinator for CAP, you will coordinate smooth operations across our

supply chain, maintaining strong relationships at all points of contact. You will be the primary liaison

between our company and our vendors and 3PL warehouse.

You will work with management to maintain target inventory levels by forecasting sales, projecting

inventory needs, and proposing purchases. You will request and compare quotes from vendors and make

recommendations for purchases to avoid stockouts and overstocks and maximize profit margin.

You will submit approved purchase orders to vendors and coordinate with the editorial team to have files

prepped and proofed for printing. You will track purchase orders from submission through to receipt at

our 3PL warehouse and approve related invoices for payment.

You will coordinate with our sales and customer service teams to resolve order discrepancies,

lost/damaged shipments, and any other logistical issues that may arise. You will coordinate with our 3PL

warehouse to correct issues and prevent them from reoccurring.

You will coordinate shipments of inventory to Amazon and generate monthly Amazon sales reports for

entry into our accounting system.

You will coordinate with our marketing team and 3PL warehouse to send shipments of books and booth

materials to conferences throughout the year.



Skills/Qualifications:

General
● A love of the mission of CAP

● A collaborative spirit and sense of professionalism

● Strong interpersonal and group communication skills

● A desire to serve our customers well

● A self-motivated problem solver with an eagerness to learn and apply knowledge and skills

● A preference for organization, consistency, and strong execution

● An entrepreneurial spirit, ready to take ownership of the role and meet new challenges

● A willingness and capacity to learn new skills, especially those related to the necessary computer

platforms and applications used by the organization

Education
● Bachelor’s degree preferred

Experience
● 1-3 years of experience in purchasing, logistics, operations, or related area

● Proficiency in general computer usage and applications like Google Workspace or Microsoft

Office

● Proficient in creating, using, and interpreting spreadsheets

● Experience with any of the following is helpful but not required: Apple computers, Airtable,

Shopify, QuickBooks

Next Steps:

If you are interested in this position, please send your resume and cover letter to

drosentrater@classicalsubjects.com.


