YUECHENG EDUCATION

KMES Purchasing Specialist
BR{s7i5tBBFS/ Job Description (template)

HA{EE/General Information

FREEHIAS/ Business Unit REEETONRE FRTEZR/Department | Purchasing Department
YCE CO
B =#5/Job Title RHWER BAZR/Job Level

Purchasing Specialist

iC¥RX%/Reporting SKU4ZIR Purchasing Manager
Relationship

BR{si#ki&/Position Summary

(iEfREER IR AEE B, TIEEE/Please describe the position objective and working scope in brief. )
HBRRHS B RN T IRIE R B FEVORTR RS IRGRIS | #HTHAESIR, SEHEE | AiEsIRBK,
PR ETHNEG , (REERTHER. 2F. S3UhE.

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.

pafizERES/Responsibilities

FEHE5/Major Responsibilities LtbE&E/Weight (% )

R R EREHIE TR A SRR RAE. RERIEHEIRE. Bin. 34, 8. &8
BEEXRBEWELLE,

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

20%

FERMARS LR |, (F AR BP |, (AERX R ERRFR R 4) LERIRETE K | DITIERFERETEK |,
KRR RUREISRBIEREHRE , BERNRBEENT R EER BB T.

Before the deployment of SRM system, working as purchasing BP to keep contact with
the requestor of BCIS and YCKG, analyse and understand the purchasing request, 20%
formulate the purchasing strategies according to the characteristics of the demand
categories, so as to ensure the effective process and implementation from Purchase to
Pay.
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IRHERE. ITERATHIT , SRR, BERNE. (RERERERT@ELE,
Follow up the execution of contract and order, including delivery track, goods return and

15%
exchange, payment application and handling of aftersales problem. .

FTASR ERERAYHA 57 TR X T N RRIVAR R RS MZ L EEN Al SSHR IR KNSR R EA
BHTEN | IR REEN IR | (s,

Understanding the supply market of the category in charge, investigating the current
situation and development direction of competitive products in the industry, making 15%
early involvement in PA stage, providing professional purchasing advice and quotation,
to support budget approval of request department.

MR ETE  SERESEARNR. HABNRREE. B 4P rERRE. BRRE
RN FEESRSEZ R BT,

Supplier management, including the organization of new supplier development, supplier
qualification investigation, establishment and maintenance of a qualified supplier base, 10%
the organization of annual supplier performance assessment and other supplier
management.

EUHENRERREESEEN , EHEMRBIERAT. RREEREX YIS,
Establish and regularly update the purchase contract record, regularly complete the
purchase statistics, report sorting and related document filing management. 10%

IEIER SRR RIGHIEAFE | LUNRRR LEARX T,

Assist department manager to work on procurement system & process optimization

continuously, and support the deployment of SRM system. 5%
WSATHIEMESS.
5%

Perform any other duties assigned by line manager.

FEFHWIEIR/Key Performance Indicators

B Cost: TEFRESTERMF R ARIIEHI N BEE Control and reduce purchasing cost within budget scope
[EZ Quality: BI=RWF=5/IRSEEE Control the quality of the purchased product/service

Xt Delivery: IRBBINEESK , {REMATZZ(T Guarantee the timely delivery as per the project request

B Compliance : FHFREBHIERTFBHTSIMSRY Ensure compliance procurement according to system and
process

7A1E Communication: FS30 1A, thEAKRELEES The ability of cross- department communication,

coordination and organization

KERMIER R Timely handing of purchasing request

{FBRE4/Qualifications
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WBSS/Education | ARIRLEFFH
Background Bachelor’ s degree or above
T{r£288/Working EO=FUMNEIIR, RORMEREEIEEXER,
Experience EOEDH. T, 7E. MRO R ITRERIAE 2 MR RIS,
BEIME. EfRERAYEEERE T ZI85T
e Minimum 3 years of similar experience with sourcing, purchasing or supply
chain responsibility.
e Previous experience of indirect sourcing in foreign investment company,
international school is a plus.
e  Be familiar with at least two or more procurement categories in Marketing, IT,
Administration, MRO and Engineering procurement.
BXIEP/Certification | 75/Not Applicable

BEERK/Skills and

Competencies

SEIMRIESREINT

Excellent in English listening, speaking, reading and writing

BERSERHNEF IR R EGRSHTEE

Strong negotiation and data analytical skill

ESERI B R ABRAZ{ERE I5R

Excellent cross- department communication and interpersonal skills

BRI A | 90 word, excel, PPT &

Computer literacy, skilled in office software, like word, excel, PPT...

IFE. g, Mg Z2EE. SIFeErsERED

Integrity, diligent, rigorous, logical, cooperative and high sense of responsibility

FRIl& RI&{2/Career Development Path

RWEE , XKW

Purchasing Supervisor, Purchasing Manager

KRAEE/Version Information

MRA<E/Version No. 001
RS HER/ Date of 2022-8-17 E1THER 2022-8-19 Bt
Creation /Date of HER
w5 A/Drafted by Lynne Wang EITA Amanda Zhang C:tind HR department
(Manager) /Reviewed (CO0) A




