
 

 

 

 

Procurement Clerk  
Biewer Sawmill, Inc. is looking for a full-time Procurement Clerk to join our team 
in Winona, MS. The person in this role will learn the essential duties of reconciling 
logs and outside products, processing weekly logger payroll, and maintaining 
accurate records of timber tracts, log vendors, residuals, etc. These essential 
duties must be performed promptly.  
 
Schedule: M-F - 8:00 am - 4:00 pm (some possible overtime) 

 
Accountabilities: 
Primary responsibilities will include: 

 Verify and reconcile scale tickets for all log trucks, record 
weights, and dockage in LIMS to ensure accurate 
logger/vendor payroll.  

 Set up log vendors and contracts in the LIMs system before 
the first load of logs coming into the sawmill from any job site.  

 Set up purchased timber tracts and contracts associated with 
those tracts; maintain accurate records of stumpage and 
outside sales. 

 Keep organized records of all required logger insurance  
policies to ensure their policies meet our standards and are 
current.  

 Work closely with the Procurement Foresters 
 Ensure all new jobs, pay rates, etc. are entered correctly into 

LIMs. 
 Invoice outside products.  
 Process log tickets & residual tickets for the daily report. 
 Reconcile residual tickets to settlement. 

 

Qualifications:  
 Strong computer skills, including experience with Word 

processing and spreadsheets.  
 Average hand-eye coordination; ability to occasionally lift 

light items and sit or stand for up to 100% of an 8-hour shift. 
 High School Diploma or GED with at least 4 years of 

experience in a professional office environment.    
 (Not required) 2-year college degree, with 1-2 years of 

experience in a professional office setting.  
 

 


