
 

 

 

 

 

PROCUREMENT ASSISTANT 

Responsibilities 

 Assist in converting all purchase requisitions into purchase orders 

 Assist in sourcing for items 

 Assist in co-ordinating all deliveries and expedite items that are urgent 

 Administrative duties eg. Filing 
 
 

Requirement 

 Minimum NITEC in any discipline 
 

(Only short-listed candidates will be notified) 

 


