
CONSTRUCTION PURCHASING AGENT 
COASTAL SYSTEMS DEVELOPMENT, INC. 

CORAL GABLES, FL 
 
Examples of Duties: 
 

• Responsible for all purchases and procurement related to offshore hospitality construction 
project. 

• Works directly with the Project Manager and external vendors to ensure items are ordered 
correctly, on time, and within allocated budget.  

• Negotiates purchase contracts with a variety of vendors; codes invoices; sets up vendor 
accounts; reviews insurance & licensing requirements.  

• Coordinates shipment of purchased items to remote work site via ocean freight, air freight, or 
other means. 

• Prepares reports and variance analysis for the Project Manager and senior management.  

• Related duties and special projects as assigned.    

 
Knowledge, Skills and Abilities: 
 

• Experience in purchasing/procurement for large-scale civil and/or vertical construction 
projects. 

• Meticulous attention to detail and skill in negotiation with vendors in a variety of trades and 
disciplines. 

• Intermediate computer skills in Excel, Word, and purchasing/cost accounting software. 

• Experience working in remote or logistically-challenging situations is considered an asset. 

 
Minimum Qualifications: 
 
Bachelor or Associate Degree in Construction Management, Engineering, Accounting, or Related 
Field and a minimum of 5 years of purchasing/procurement experience; OR, Any equivalent 
combination of experience and/or education from which comparable knowledge, skills and abilities 
have been achieved.  Coastal Systems offers a competitive salary and benefits package 
commensurate with experience. 
 
To Apply: 
 
For further information, please visit our website: www.coastalsystemsdev.com. 
 
To apply, please send a cover letter and resume by email to 
employment@coastalsystemsdev.com with reference to the “Construction Purchasing Agent 
Position” in the subject heading. 
 
No telephone calls or walk-ins from prospective applicants will be accepted. 
  


