Purchasing Assistant
Working hours: Full-time / Permanent
The Company
Intec Microsystems Limited is young and dynamic IT Sales organisation who is looking for enthusiastic and confident individuals to assist in a broad range of tasks within its busy sales department. The company will help train the successful candidates in Administration and Purchasing, which will help the successful individual gain experience in several key areas of the IT industry. Hopefully as a result the individual will become an asset to one of the fastest growing IT companies within the UK.
Overall Job Purpose:

· Build professional, strategic and productive business relationships with suppliers

· Acquiring and collating accurate prices in to an excel database for Sales to work.
· Negotiating pricing with suppliers  

· Maintain internal database

Core skills, Knowledge and Experience:
· A strong and disciplined attitude to work

· Good grammatical and numerical skills

· Previous working experience would be a beneficial but not essential

· Good knowledge of Word, Excel and mail packages 

· Good Telephone manner

What's in it for you?

· A good basic salary 

· Team and Performance related bonus

· 20 days holidays per year plus statutory holidays

· Training and Development

· Great lively working environment

Full training and support will be provided by Intec Micros and independent training agencies to ensure the correct standards and abilities are reached.
Contact: ian.whatton@intecmicros.co.uk

