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Starting a new job in the purchasing or buying department can be both exciting and daunting,
especially when you're faced with an initial week where the main buyers are away on a buying trip.
This period offers a unique opportunity to showcase your initiative, learn the ins and outs of the
organization, and set the foundation for your future success. But what should you do when the key
decision-makers are absent? How can you make the most of this time to demonstrate your
competence and readiness? In this comprehensive guide, we'll explore strategic steps and tips to
navigate your first week effectively when the buyers are off on their trip.

Understanding the Context of Your First Week

Before diving into specific actions, it's important to understand the typical environment of a first week
in a new role, especially when the main buyers are away:

- Learning Curve: You will need to familiarize yourself with company policies, procurement processes,
suppliers, and the existing purchasing systems.

- Observation and Evaluation: This is a prime time to observe how the team operates, what challenges
exist, and where improvements are possible.

- Building Relationships: Establishing rapport with colleagues, other departments, and vendors is
critical for smooth operations.

Knowing that the buyers are on a trip, you can tailor your activities to maximize productivity and
learning during this period.

Key Objectives During the First Week When Buyers Are
Away

Your primary goals should include:

- Gaining a thorough understanding of internal procedures and policies.
- Building relationships with team members and other departments.

- Familiarizing yourself with suppliers and procurement tools.

- Identifying areas for process improvement.

- Demonstrating initiative and reliability.

Achieving these objectives will lay a strong foundation for when the buyers return and will position



you as a proactive team player.

Strategic Actions to Take When the Buyers Are Off

1. Dive Deep into Company Policies and Procurement
Procedures

- Review the company's procurement manual, policies, and guidelines.

- Understand the approval hierarchies and budgeting processes.

- Familiarize yourself with the purchase order system and supplier management protocols.
- Take notes and clarify any discrepancies or questions with your supervisor.

2. Get Acquainted with Existing Suppliers and Vendor
Relationships

- Review supplier contracts, contact details, and performance histories.
- If possible, attend meetings or calls with suppliers to observe communication styles.
- Identify key vendors and assess their reliability and quality.

3. Observe and Document Current Purchasing Processes

- Shadow team members to understand daily operations.
- Review past purchase orders, invoices, and delivery schedules.
- Analyze procurement timelines and identify bottlenecks or inefficiencies.

4. Build Relationships Internally and Externally

- Introduce yourself to colleagues, especially procurement, finance, and sales teams.
- Reach out to suppliers with introductory emails or calls, establishing rapport.
- Schedule informal meetings to learn about their expectations and experiences with your company.

5. Identify Opportunities for Process Improvement

- Look for repetitive manual tasks that could be automated.
- Suggest updates to procurement workflows for efficiency.
- Note any recurring issues such as delays, communication gaps, or cost overruns.



6. Take Initiative with Small, Non-Critical Tasks

- Assist in preparing purchase requests or documentation.
- Organize supplier files or procurement records.
- Update databases or procurement tracking tools.

7. Develop a Learning and Action Plan for When the Buyers
Return

- List topics or skills you want to develop further.
- Prepare questions and observations to discuss with the returning buyers.
- Set personal goals for the next month in your role.

Additional Tips for Success During the First Week

- Be Proactive: Don’t wait for instructions; seek out areas where you can contribute.

- Communicate Clearly: Keep your supervisor informed of your activities and findings.

- Stay Organized: Maintain detailed records of your observations and actions.

- Show Enthusiasm: Demonstrate eagerness to learn and assist, which can leave a positive
impression.

- Maintain Professionalism: Be punctual, respectful, and diligent in all tasks.

Common Mistakes to Avoid During This Period

- Overstepping Boundaries: Make sure to clarify your role and avoid making decisions beyond your
authority.

- Neglecting Documentation: Proper documentation ensures transparency and provides valuable
information for future reference.

- Ignoring Company Culture: Respect organizational norms and communication styles.

- Failing to Ask Questions: When unsure, seek clarification rather than making assumptions.

Preparing for the Return of the Buyers

As the first week progresses, prepare for the buyers’ return by:

- Summarizing your observations and contributions.

- Compiling a list of questions or topics for discussion.

- Proposing ideas for process improvements based on your findings.
- Demonstrating your understanding of procurement procedures.



Conclusion

Your first week when the buyers are off on their trip is a pivotal time to establish your role within the
procurement team. By immersing yourself in company policies, building relationships, observing
processes, and taking initiative, you can make a strong impression and set yourself up for success.
This proactive approach not only helps you learn the ropes more efficiently but also showcases your
dedication and readiness to contribute meaningfully to the organization.

Remember, every action you take during this period is an investment in your professional growth.
Embrace the opportunity to learn, observe, and prepare—when the buyers return, you'll be well-
positioned to support the team effectively and demonstrate your value as a key player in the
procurement process.

Frequently Asked Questions

The buyers are off on a buying trip, and it's your first week of
work. What would you do to stay productive and make a good
impression?

| would focus on organizing the inventory, familiarizing myself with the company's products and

suppliers, and proactively seeking guidance from colleagues to ensure | understand the processes
and expectations.

The buyers are away on a buying trip during your first week,
and you notice a discrepancy in stock levels. What would you
do?

| would document the discrepancy, notify my supervisor or manager promptly, and suggest verifying
the inventory records to ensure accurate stock management.

The buyers are on a trip, and a customer service issue arises
that requires immediate attention. What would you do?

| would handle the customer issue professionally by addressing their concerns directly, escalating the
matter to the appropriate team if necessary, and ensuring a positive resolution.

During your first week, the buyers are away, and you are
asked to prepare a report on current market trends. What
steps would you take?

| would research recent market reports, analyze competitor offerings, and compile relevant data to
create an informative report, seeking guidance if needed to ensure accuracy.



If the buyers are away on their trip and you are assigned to
handle vendor communications, what would be your
approach?

I would communicate professionally with vendors, clarify any pending orders or questions, and keep
detailed records of all interactions to ensure smooth operations in their absence.

The buyers are off on a buying trip, and you receive a request
for urgent product samples. What would you do?

| would coordinate with the relevant departments to source the samples quickly, communicate with
the vendor if needed, and update my supervisor on the progress.

During your first week, with the buyers away on a trip, how
would you demonstrate initiative and contribute to the team?

| would proactively seek out tasks, assist colleagues with ongoing projects, and learn as much as
possible about the company's operations to add value during their absence.

Additional Resources
The Buyers Are Off On Buying Trip: What To Do During Your First Week Of Work

Starting your first week in a new role, especially in a purchasing or procurement department, can be
both exciting and daunting. When the buyers are away on an important buying trip, it presents a
unique opportunity for a new employee to establish themselves, learn the ropes, and add value to the
team. This article explores in-depth strategies and best practices for what to do during your first week
when the buyers are out on their trip, equipping you with actionable insights to make a positive
impression and set the stage for success.

Understanding the Context: Why the Buyers Are Away

Before diving into what you should do, it's essential to understand the significance of the buyers’ trip
and its impact on the organization.

The Purpose of Buying Trips

Buyers often go on trips for several strategic reasons:

- Supplier Visits: Meeting with suppliers face-to-face to negotiate terms, evaluate quality, and build
relationships.

- Market Research: Exploring new markets, products, or innovations that can benefit the company.
- Negotiation and Finalization: Finalizing contracts and terms that require direct interaction.



- Networking Opportunities: Attending industry trade shows or conferences.
Impact on the Procurement Team

When buyers are away, the purchasing process may slow down, but it also opens doors for others to
step up, learn, and prepare for their return. For a new employee, this period is a valuable window to:

- Observe current processes
- Build knowledge and confidence
- Demonstrate initiative and professionalism

Week One Action Plan: Making the Most of the Buyer’s
Absence

During the first week, your focus should be on a combination of learning, supporting, and preparing
for when the buyers return. Here are detailed strategies to help you navigate this period effectively.

1. Get Oriented with Company Policies and Procurement Procedures

Why It Matters:
Understanding the company's procurement policies ensures that your actions align with
organizational standards and legal requirements.

What to Do:

- Review the procurement manual, supplier onboarding processes, and approval workflows.

- Familiarize yourself with the company’s preferred vendors, procurement thresholds, and
documentation standards.

- Attend onboarding sessions or training related to purchasing systems, such as ERP or procurement
platforms.

Outcome:

A solid grasp of internal procedures allows you to act confidently and avoid missteps that could
complicate procurement activities.

2. Shadow and Learn from Colleagues

Why It Matters:
Learning from experienced team members offers practical insights that no manual can provide.

What to Do:

- Schedule brief meetings or informal chats with purchasing agents, supply chain managers, or senior
staff.



- Observe how they handle purchase requests, supplier communications, and documentation.
- Take notes on best practices, common challenges, and tips for effective negotiation or vendor
management.

Outcome:
Enhanced understanding of real-world procurement workflows and relationship management.

3. Review Pending and Past Purchase Orders

Why It Matters:
Familiarity with ongoing and previous orders provides context for current procurement activities.

What to Do:

- Access the procurement database or ERP system to review open purchase requests and pending
approvals.

- Analyze past purchase orders for pricing, delivery timelines, and supplier performance.

- [dentify any discrepancies or issues that need attention.

Outcome:
Being aware of current commitments and potential bottlenecks enables you to address issues
proactively.

4. Assist in Administrative and Support Tasks

Why It Matters:
Supporting routine tasks demonstrates initiative and helps streamline procurement operations.

What to Do:

- Organize supplier files and documentation.

- Update supplier contact information and onboarding records.

- Prepare reports or summaries of procurement activities.

- Assist in drafting emails or communication templates for supplier outreach.

Outcome:
You contribute to team efficiency and develop familiarity with operational details.

5. Conduct Market and Supplier Research

Why It Matters:
Proactive research can prepare the team for negotiations upon the buyers’ return and identify new
opportunities.

What to Do:



- Scan industry trade publications, online marketplaces, and supplier directories.
- Compile a list of potential new vendors or alternative products.
- Gather market price data for key items the company regularly purchases.

Outcome:
A repository of insights that can inform future purchasing decisions.

6. Develop Your Knowledge of Products and Industry Trends

Why It Matters:

Understanding the products your company buys and industry trends helps you make informed
recommendations.

What to Do:

- Review product catalogs and specifications.
- Attend webinars, industry conferences, or training sessions if available.
- Follow industry news and reports relevant to your company's sector.

Outcome:
You become a more knowledgeable team member who can contribute meaningfully to procurement
discussions.

Building Relationships and Demonstrating Initiative

While much of your first week involves observation and learning, demonstrating proactive
engagement is key to establishing your role.

1. Introduce Yourself to Key Stakeholders

Why It Matters:
Building relationships early fosters collaboration and trust.

Who to Connect With:
- Internal teams (operations, finance, logistics)
- Suppliers and vendors (via email or phone)

- External contacts (industry associations, trade show organizers)

Approach:
Be professional, curious, and eager to learn about their needs and expectations.

2. Ask Thoughtful Questions

Why It Matters:



Questions show your engagement and desire to understand the procurement landscape.
Examples:

- "What are the main challenges you face in sourcing supplies?"

- "Are there upcoming procurement priorities | should be aware of?"

- "How can | assist in streamlining our supplier communications?"

3. Identify Opportunities for Process Improvement

Why It Matters:
Fresh perspectives often reveal inefficiencies or gaps.

How to Do It:
- Observe current workflows critically.

- Document bottlenecks or repetitive tasks.
- Suggest simple improvements, such as standardized templates or automated reminders.

Preparing for the Buyers’ Return

As the week progresses, you should aim to position yourself as a valuable team member upon the
buyers’ return.

1. Compile a Summary Report

Create a concise document that includes:

- An overview of your activities and observations.

- Pending purchase requests and their statuses.

- Market insights and potential supplier leads.

- Suggestions for upcoming procurement priorities.

2. |ldentify Priority Tasks for When Buyers Return

List tasks that require their expertise, such as negotiations or strategic sourcing, to ensure a smooth
handover.

3. Set Goals for Your Next Phase
Establish objectives based on your initial experiences:
- Deepen supplier relationships.

- Gain proficiency in procurement systems.
- Contribute to cost-saving initiatives.



Conclusion: Turning Absence into Opportunity

The first week when the buyers are away is a pivotal period for any new employee. Rather than
viewing their absence solely as a lull in activity, embrace it as an opportunity to learn, support, and
position yourself as a proactive team member. By understanding organizational processes, supporting
routine tasks, conducting research, and building relationships, you lay a strong foundation for your
role. When the buyers return, you'll be ready to contribute more effectively, demonstrate your value,
and accelerate your integration into the procurement team.

Remember, your initial efforts during this period can significantly influence your reputation and future
responsibilities. Approach it with curiosity, professionalism, and a willingness to learn, and you'll set
yourself on a path toward success in your procurement career.
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