KEYSTONE ACADEMY

Keystone Academy
Job Description

Position: Purchasing Assistant

School Section: Whole School

Reporting to: Purchasing Director
Qualifications: Bachelor’s degree or above
Period of Appointment: Full-time

Role Description

theThe Purchasing Assistant is responsible for the acquisition and inventory of all educationally related
materials and supplies, general office supplies and other equipment needed for the operation of the
Academy.

The Purchasing Assistant is a member of the Purchasing Department and reports directly to the purchasing
director and works closely with administrators, teaching staff and support staff on coordinating all
purchasing related activities and providing assistance to Accounts Payable in settling invoice payments.The
general responsibilities of the post include sourcing, price and credit term negotiations, supplies and
merchandise delivery including importation logistics, vendor evaluations, contract reviews for goods and
service purchases, cost-effective inventory determinations and inventory management, and the close
monitoring of budget accounts and compliance guidelines.

PERSON SPECIFICATION

The successful applicant will have the following skills and abilities, knowledge, and experience:

1.Personal Skills and Abilities

e Excellent quick-learning ability;

¢ Profound patience;

e Excellent interpersonal and communications skills;

e Adeveloped capacity to prioritize tasks and to multitask;

The ability to communicate competently in Chinese and English.

2.Knowledge
¢ Deep knowledge of internet searching and web purchasing;
e Excellent MS Word,Excel and PPT skills.

3.Education and Experience
e Bachelor's degree or above; overseas study background is preferred.
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