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Position Title City, State Length Stipend
Purchasing Assistant Port Washington, NY 12 74 & $17.00 /Hour

Job Descriptions

. Market research & analysis for consumer needs and market trends

. Monitor stock levels, identify purchasing needs, analyze the date inventory management

. Prepare and process purchase orders or purchase requests

. Update internal databases with order details and track orders and ensure timely delivery

. Research potential vendors

. Negotiate and administer contracts with suppliers and vendors

. Prepare cost analyses

. Maintain updated records of invoices/contracts and request all required documents from vendors
. Follow up with suppliers, as needed, to confirm or change orders

0. Liaise with logistics department to ensure all products arrive in good condition
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Academic Background
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