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PURCHASING OFFICER FOR PM




DEPARTMENT:  PURCHASING

REPORTS TO:   Purchasing Manager  

BASE: Vietnam – Singapore 1 Factory (transport by shuttle bus)

MAIN RESPONSIBILITIES
· Perform purchasing process, prepare contract or purchasing order for approval and follow up until PO process is completed.
· Ensure all contracts are finalized and approved and peform cost saving
· Monitor and track the performance of supplier such as  on time delivery, in right quality and quantity.
· Invlove in following up some tasks of new project development as team member.  
· Build long term relationship with suppliers.
· For all import items, issue PO and follow up delivery shipment
JOB REQUIREMENTS
· [bookmark: _GoBack]University graduation
· At least 2 years of working experience as Buyer especially purchasing in packaging material
· Capable of doing multiple jobs
· Good at English communication and computer sknills
· Proactive attitude and good team work spirit.
· Ability to work independently & under pressure.
· Demonstrate a strong work ethic.
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