General Administration Unit

Office Assistant – Central Purchase Unit 
	
About BITS, Pilani
	
Birla Institute of Technology & Science, (BITS Pilani) is an Institution declared as Deemed to be University under Sec. 3 of the UGC Act in 1964 and is a renowned science and technology institute. It is located in Pilani, Rajasthan, India. In addition to Pilani, BITS Pilani has campuses in Dubai, Goa, and Hyderabad.

	Industry/ Service
	Higher Education

	Post / Job Title
	Office Assistant – Central Purchase Unit 

	Job Type
	Regular, Full time

	Reporting to
	Purchase Manager & Faculty In-Charge – Central Purchase Unit 

	Will also work closely with
	Key Internal:  Faculty & Staff
Key External: Vendors  

	No. of Positions & Job Location
	One Position – BITS Hyderabad Campus

	
Principal Accountabilities & Responsibilities
	· Should have the knowledge from indent to PO Process
· Must coordinate with internal committee and arrange purchase meetings with vendors, prepare comparative statements, and issue of Purchase orders in ERP.
· Must have a prior experience in dealing with suppliers like of Chemicals, Scientific Equipment’s, IT Equipment’s, Civil and Maintenance related vendors. 
· Sourcing, evaluating, and selecting potential vendors to ensure quality and competitive pricing.
· Generating and processing purchase orders (POs), maintaining records of goods ordered, and updating supplier databases in ERP.
· Negotiating contract terms, pricing, and payment terms to achieve cost savings.
· Prior experience as Purchase executive or in a similar role within a relevant industry.
· Coordinating with the internal departments based on their requirement  
· Excellent interpersonal skills to handle vendors relationships
· Strong ability to conduct cost analysis and manage budgets
· Familiarity with any of the ERP systems and Excel is required.
· Ability to work independently in coordination with the group for better results of the department.
· Ability to communicate well within the institute and with external vendors

	Qualification and Personal Profile
	· Any Graduate, Preferably Diploma in Purchase and Stores Management 
· 3-5 years of experience in purchase and stores in reputed organizations/educational institutions.

	Other Skill and Ability Requirements
	· End to End Knowledge of Purchase Process
· Knowledge of basic buying and purchasing practices.  
· Knowledge of Capex, Opex, inventory and Non-Inventory principles and practices.  
· Knowledge of supervisory principles and practices.
· Good Knowledge of MS-Office excellent communication and email writing skills
· Willingness to learn ERP and to do hard work. 

	Compensation
	Suitable candidate will be placed in Level 4 with a minimum pay of Rs. 25,500/- per month plus DA and other benefits as per Institute Norms
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