JOB DESCRIPTION 
	Position:
	Purchasing Officer
	Department:
	General

	Reports to:
	VP Operations
	Location:
	Mandaluyong City

	

	Primary Function

	EST DIMSUM, INC., a progressive food company is seeking a purchasing officer. Ideal candidate should have at least 1 year purchasing experience, good communication skills, and be comfortable in a fast paced environment. You will be setting and maintaining vendor price lists, processing purchase orders, and coordinating sources for new items based on product requirements. A huge plus if you can speak English, Tagalog and Hokkien Chinese or come from the food/manufacturing industry.


	Responsibilities

	· Ensure competent quality execution of all regular purchasing duties and administrative works.

· Maintain complete updated purchasing records/data and pricing in the system.

· Prepare reports and summarize data including sales report and book value.

· Schedule store visits and conduct competitor survey.

· Execution and monitoring of all regular purchasing duties.

· Coordinate with user departments and suppliers in the purchasing scope of work for projects assigned.

· Assist in managing and following up domestic and overseas orders.

· Handling and monitoring of claims to vendors for and defectives or shortages of raw materials.

· Support relevant departments with quotations for the purpose of tenders.

· Coordinate with suppliers to ensure on-time delivery.

· Responsible for the preparation and process of purchase orders and documents in accordance with company policies and procedures.

· Monitor and coordinate deliveries of items between suppliers to ensure that all items are delivered to site/store on time.

· Source, select and negotiate for the best purchase package in terms of quality, price, terms, deliveries and services with suppliers.

· Negotiate for best purchasing package (in terms of quality, price, term, delivery and service) with suppliers and sub-contractors assigned.

· Purchase and issue order in accordance to specification.

· Plan and manage inventory levels of materials or products.

· Source for new raw materials, suppliers or sub-contractors when the need arises.

· Monitor and coordinate deliveries of items between suppliers (local and overseas)

	Qualifications and Experience

	· College degree in business or a closely related field may substitute for a portion of the required experience
· 1 year of work experience in related field.
· Experience in accounting software and/or ERP systems

· Experience in a complex, fast-paced environment

· Experience in a multi-unit environment

· Experience in Microsoft Windows and Microsoft Office

· Must have entrepreneurial drive




