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Position Title City, State Length Stipend
Importing and Purchasing Assistant South Hackensack, NJ 1270 $15.00 / hour

Job Descriptions

. Prepares documents and forms to move goods efficiently through import and export steps and procedures.

. Reviews paperwork and documents to ensure shipping, handling, storage charges, and customs fees are billed correctly.
. Maintains a database that tracks merchandise.

. Processes claims on merchandise shortages and overages

. Monitor stock levels and identify purchasing needs

. Track orders and ensure timely delivery

. Update internal databases with order details (dates, vendors, quantities, discounts)

. Evaluate offers from vendors and negotiate better prices and prepare cost analyses

. Follow up with suppliers, as needed, to confirm or change orders
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0. Liaise with warehouse staff to ensure all products arrive in good condition and performs other duties as assigned.

Academic Background
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