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Job Description: Senior Purchasing Specialist

A4k /Position Summary
RIS ER A TRIERNBEE TSNEMEEYAMRSHORBEE, #iTHNETE, EEHE

B2, NMEFHRBXEMZEZHNE, REXBITHER. 2F7F . BRDE-

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.

FEHAR/Major Responsibilities
1. REFRHERVHERESHENEIRERERBE . RWRENEIE. Bix. H., SN, &

FAEESFEKELRELR,

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

2. FARB BP, AFMERKERFREAILENRBER, SHERRXBEXR, KEFERBRAE

BREERBEERE, BENRBITRERERBRERCEHIT,

Work as purchasing BP, keep contact with the requestor of BCIS and YCKG, analyse and
understand the purchasing request, 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.

3. BHAE . ITHENHGT, QFERXCREH., BRRELE., ARAERESTELE,

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

4. FIARBRENUNTHHTE, MTUYRAERIRREZBRAQSHEER, EUSHBIRRMERE

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

5 NEEE, QFEAKFHNENALR. #HNBNEREE .. BHEPHNEEEE. ARG

EERtVENFESEERRER,

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 assessment and other supplier management.

6. BEVHEMEMRMEAEK, ERTARBEERAT . RREBERBXEAEER,

Establish and regularly update the purchase contract record, regularly complete the
purchase statistics, report sorting and related document filing management.

7. EIEIEBEAMAMRBEERE, URERBRS LLEXTIHE,

Assist department manager to work on procurement system & process optimization
continuously, and support the deployment of SRM system.

8. ASRIHHMIES,

Perform any other duties assigned by line manager.

{EER%H#&/Qualifications

1. ELAFHNBIE. RERHNESEEXER,

Minimum 5 years of similar experience with sourcing, purchasing or supply chain
responsibility.

2. ELRAEDLE . IT, 7. MRO RIERMEHAI 2 7R ERBREE,

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

3. AfSME., ERERNEZERBTIVERME,

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

4. HEIFRESEONSE .
Excellent in English listening, speaking, reading and writing.

5. RABENENRER AN REESTEEND
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Strong negotiation and data analytical skil.
6. BEBi 1aER AR,
Excellent cross- department communication and interpersonal skills.
7. REGERD AT, W word, excel, PPT &,
Computer literacy, skilled in office software, like word, excel, PPT...
8. IFH. #&. ™i&. BEBW . SEeNBRSEREIL,

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



