Technical Administrator (Purchasing Officer)
Reporting to:
Technical Operations Manager
Brief Job Description:

Support and facilitate all procurement requests, sourcing alternate vendors to ensure best price being offered, vendor management to maintain service level agreement standard and meet customer satisfaction level 
Key Responsibilities:

· Correspond with suppliers for equipments & accessories purchased, delivered, balance, proof the equipments received adhere to Company procedure and inventory control for fixed asset items
· Monitor and update the progress of installation/upgrade job, correspond with relevant parties to ensure service being delivered according to schedule set out and up to customer satisfaction level 
· Maintain good relationships with Vendors/Suppliers as well as sourcing alternate vendors
· Ensure accurate record of inventory is maintained and regularly perform stock counting verification and reconciliation

· Vendor management to maintain Service Level Agreement standard and meet customer satisfaction level, provide monthly performance report of field service for vendor’s invoice verification and other ad-hoc for management analysis

· Arrange equipment for replacement/repair 
· Perform related duties as assigned or requested

SKILLS AND EXPERIENCE REQUIRED
· Ability to communicate with staffs and vendors in technical environments 

· A good understanding of Desktop tools (Excel, Word, etc)

· Experience of data reporting using database tools will be advantage

· Self-motivated and able to work with minimal supervision either independently or as part of a team

· Good negotiation skill, able to manage and prioritize many parallel request streams

· Good inter-personal and communication abilities (written and verbal)
