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NOTICE OF FILING AN APPLICATION FOR  

PERMANENT EMPLOYMENT CERTIFICATION 

 

JOB TITLE: Sourcing Coordinator 

 

DETAILS:   Job duties include: working closely with the managers of production, quality, 

finance and administration and technology and reporting directly to Sourcing Director; working 

closely with the Sourcing Director and Sourcing Team regarding product specifications for 

sourcing manufacturers and suppliers, primarily in Asia; overseeing the coordination of freight 

and international orders from China and working closely with Hong Kong office to track vendor 

set-up and payment schedules; communicating with and soliciting proposals from manufacturers 

and suppliers, primarily in Asia, regarding product specifications and costs of manufacturing and 

reporting this information to the Sourcing Team and Product Development Team; assisting and 

training Lifeguard Press, Inc.'s U.S. employers in the communication with Asian suppliers and 

manufacturers; researching and continually evaluating suppliers and manufacturers, primarily in 

Asia, based on price, quality, selection, service, support, availability, reliability, production and 

distribution capabilities, reputation and other relevant factors; negotiating terms and costs with 

suppliers and manufacturers, primarily in China; establishing timelines with suppliers and 

manufacturers, primarily in Asia, for production and shipping; monitoring and facilitating 

shipments with freight forwarders in Asia to Lifeguard Press, Inc.'s facilities in Bowling Green, 

Kentucky; scheduling lead times and purchase orders with suppliers and manufacturers, primarily 

in Asia; preparing and reviewing foreign wire transfers and confirming payment for good received 

in accordance with purchase orders and good received; assisting Sourcing Director in overseeing 

and coordinating inventory accuracy in conjunction with Accounting through cycle counting, 

appropriate inventory transactions and physical inventory counts; assisting Sourcing Director in 

the analysis of price proposals, financial reports and other relevant data and information to ensure 

reasonable pricing points; conferring with Sourcing Director and Lifeguard Press, Inc.'s 

management and suppliers and manufacturers, primarily in Asia, regarding defective or 

unacceptable goods or services and determining corrective action; maintaining an active 

knowledge of all work in process jobs; planning critical items and high value items; supporting 

and backing up all sourcing related job functions; coordinating cost evaluations and estimations 

for future product releases and presenting research and evaluations to Lifeguard Press, Inc.'s 

management; working closely with our Hong Kong office tracking vendor set up and payment 

schedules; point of contact on assigned projects and performs a variety of highly-skilled duties 

such as: assembling, coordinating and managing multidisciplinary technical product review teams; 

facilitating and troubleshooting the myriad of problems associated with coordinating and 

development of design projects; providing technical and management advice and assistance to 

department management and personnel; attending trade shows related to product lines in order to 

research new products and vendor options; sourcing new vendors based on changing production 

needs as well as negotiating to keep costs low; responding to management inquiries about projects, 

costing, incoming sales, and advance samples; chairing various project review meetings, including 

but not limited to:  product spec sheets, cost sheets, third-party lab testing information (Prop 65, 
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CPSIA, International testing), etc.; assisting in developing departmental plans, goals, objectives, 

policies and procedures; and managing Social Compliance requests from brands. 

The qualified candidate must have a Bachelor’s degree in Communications or a related field; an 

ability to understand and effectively communicate product specifications and manufacturing 

requirements for Asian and Chinese clients; excellent communication skills, both verbally and 

written; an ability to communicate in Chinese (Mandarin) languages, dialects and culture as 95%  

of Lifeguard Press, Inc.’s products are sourced and manufactured primarily in China; and a strong 

working knowledge of MS Excel, Outlook and Word, and QuickBooks.   

Occasional travel to China is required. 

Please send your resume to:  Lifeguard Press, Inc., Attention: Megan Hatchett, 134 Beech Bend 

Road, Bowling Green, KY 42101.   

Lifeguard Press, Inc., is an Equal Opportunity Employer. 

 

 

This notice is being provided as a result of the filing of a permanent alien labor certification 

application for this job opportunity.  Any person may provide documentary evidence bearing on 

the application to the Certifying Officer of the Department of Labor at: 

 

U.S. Department of Labor 

Employment and Training Administration 

Harris Tower 

233 Peachtree Street, Suite 410 

Atlanta, Georgia 30303 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


