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Job Description: Purchasing Specialist

HiHEE: RBER

ER{I#ER/Position Summary

WK ER AT IRBERNYBETINMEAREMARSHORBEAE, #THEFHIIR., BEHEE, MR
FIRBXEMBEXHNE, REXWITAHER. AF. SRHE

Under the leadership of YCE purchasing manager, the responsibility of the position is to source, select and
manage suppliers according to the purchasing request of goods and services required by various schools and
institutions of YueCheng education, so as to control the cost, quality, purchasing risk and capital expenditure

risk, and ensure the transparency, openness and efficient collaboration of procurement behavior.

Reporting to Senior Procurement Manager
CIRYR: BRXBEE

FZEHAH/Major Responsibilities

1. RERARYEXRBFIEREHHENSIEREEAE .. XWBIR. SN, XH . SAZEEXULRE

I,

Handling the whole purchasing process according to YCE procurement policies & procedures, which includes:
supplier sourcing & qualification, bidding, competitive negotiation, price inquiry, contracting etc.

2. REEE. ITENHT, SEMRE. BRELGE .. MRABEREFNMLE,

Follow up the execution of contract and order, including delivery track, goods return and exchange, payment
application and handling of aftersales problem.

3. EAXM BP, ARNEFRUFRMER, SHEMRIXBIR, KIEFXURESRBERBEKRE, HBERMA
XBETRERERXRWIOE LS HMNIT

Working as purchasing BP to keep contact with the teaching of schools, communicate and analyse the
purchasing request, confirm the purchasing strategies according to the characteristics of the categories, so as
to ensure the effective process and implementation from Purchase to Pay.

4. FTRARmENENHHTH, MTUAZRIKRARL QS HEIBH, EISERIE KRG BEHTN

A, BEEVRBENRIBNZE, HREE,

Understanding the supply market of the category, investigating the development direction of the products and
industry, making early involvement in PA stage, providing professional product/service solution and quotation,
and supporting budget approval of request department.

5. HNHEE, GFEARFHNENAL. #NENERREAE. EXFEPHNEEIEE . ARFAHR”miit

NENFESNEZRER,

Supplier management, including the organization of new supplier development, supplier qualification
investigation, establishment and maintenance of a qualified supplier base, the organization of annual supplier
performance.
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6. MESRHIEAMIES .
Perform any other duties assigned by line manager.

{FER %48 /Qualifications
1. AR R EZER

Bachelor’s degree or above

2. ELOBEFEULHNBITR., KWRENEEREEXZR,

Minimum 2 years of similar experience with sourcing, purchasing or supply chain responsibility.
3. EOMEMH. IT. 7. MRO RIERMHAN 2 MR EEBmE,

Be familiar with at least two or more procurement categories in Marketing, IT, Administration, MRO and
Engineering procurement.

4. BB EEIERBITIERMNE

Previous experience of indirect sourcing in foreign investment company is a plus.

5. WBIFRILSRAMNE

Excellent in English listening, speaking, reading and writing

6. IEEH. Rk, #E. SEREL

Integrity, Positive, diligent and high sense of responsibility

7. BERIAERIMERE R

Strong cross departmental communication and collaboration skills

8. REERDLKM, W word, excel, PPT &
Computer literacy, skilled in office software, like word, excel, PPT...

NOTE: The above job description reflects the general requirements necessary to describe principal functions
or responsibilities of the job identified and shall not be interpreted as a detailed description of the work
requirements that may be inherent in the job, either at present or in the future.
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