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Job Description - Project Procurement Specialist

Department: Logistics and Assets Management Report to: Coordinator

Responsibilities:

1.

4,
5.

Responsible for procurement of renovations, decorations, information systems
projects and equipment, landscape projects and materials, maintenance projects,
etc.

Responsible for purchasing goods and services relating to projects.

Responsible for coordinating with procurement agencies, third-party cost
consulting companies, small project construction units, design units and
supervision units.

Responsible for project archiving.

Perform other duties as required.

Required Qualification:

1.

Bachelor’s degree with an intermediate engineer title, or Master’s or higher
degree.

Familiar with government procurement procedures.

Adhere to principles, perform duties honestly, have good communication and
teamwork skills.

Basic English skills.

Preferred Qualification:

1.

With overseas education background and relevant working experience enjoys
priority.



