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Position Title :

Purchasing Assistant

Direct Report To :

Purchasing Manager

Indirect Report To :

Department :

Operations

Location :

Fullerton or Gilroy, CA

Education : Bachelor's degree in Business or related field preferred

ESSENTIAL JOB FUNCTIONS:

- Create purchase orders in Oracle per Pulmuone procedures and approval process and
ensure cost center and accounts are correct

- Data entry of all PO, acknowledgements and purchasing related information in a
current & updated status in Oracle

- Review inventory on a weekly basis and prioritize top items to ship for all vendors

- Manage receipt of the purchased good in proper locations at Warehouse, working
conjunctively with Warehouse

- Maintain accurate inventory control of the received goods

- Reconcile any differences, delivery shortage/overage receipts

- Research goods & services; quality, specifications, price, availability, delivery, freight,

as required

* Perform other duties as assigned



