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	Job title 
	JUNIOR BUYER

	Job grade
	B

	Department
	Buying 

	Location
	30 / 32 Laub Street, New Centre, Johannesburg  

	Job’s vision / Goal
	Efficient & Seamless empowerment of Buyers & Sales     

	Salary Band
	R 7000 – R 8000


	Reports to
	Supervisor / Manager

	Subordinates
	None

	Liaises with
	All staff and suppliers


	Brief description or profile of the job
	Assist the purchasing department and others with all the administrative duties and procurement of stock and assisting with logistical requirements.


	Tasks to perform and 
tasks responsible for


	Assist with buying & procurement

	
	Update & Maintain buying / logistics related data in our systems.

	
	Communicate with Suppliers as maybe required.

	
	Communicate with sales and stores as maybe required  

	
	Assist with product profiling

	
	Assist with goods receiving

	
	Carry out any other reasonable task / request


	Formal or equivalent education and skills required to perform 
the tasks.
	Grade 12

	
	Good literacy and numeracy

	
	Good computer skills

	
	Electronic components, product and industry knowledge advantageous

	
	Tertiary qualifications related to the position advantageous


	Key Performance Areas the appointee’s performance will be measured on.
	Buying & Procurement assistance provided

	
	Buying Data & Logistic Data maintenance

	
	Communications with Suppliers

	
	Communications with Sales

	
	General verbal, written communication & attention to detail.

	
	Time keeping, punctuality, absenteeism

	
	Self-upliftment


	Submit CV’s and applications to.
	na@mantech.co.za


	Closing date for applications
	31th May 2018
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