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WENZHOU-KEAN UNIVERSITY

Job Description - Procurement Management Specialist

Department: Logistic and Assets Management Report to: Assistant Director

Responsibilities:

1.
2.

5.

Purchase customized products and design—related services;

Manage procurement projects; participate in the early-stage research, budget
control and decision, bidding document preparation, formulation and review of
bid scoring criteria and other contents of each procurement projects;

Follow up the whole process of the procurement projects and implement to meet
the user’s needs as much as possible under the laws and regulations;

Maintain the relationships of suppliers and coordinating with project cooperating
items;

Undertake other assigned tasks.

Qualification:

Required:

1.

Master’s degree or above, majored in design or design-related, at least one year
of relevant working experience;

2. Good aesthetic sense;

3. Adhere to principles, perform duties honestly, and good organizational and
coordination skills;

4. Basic English writing and speaking skills.

Preferred:

1. With overseas education background and relevant working experience enjoys
priority;

2. Working experience in procurement management at university enjoys priority.



