
 

 
SHANGHAI AMERICAN SCHOOL 

JOB DESCRIPTION 
 
TITLE:    SENIOR BUYER 
SCALE:   PRC Support Staff Salary Scale 
CONTRACT DAYS: Full year contract 
 
POSITION SUMMARY: 
 
He/She will be assigned to proceed the order processing and tracking in daily operation, and also 
source/maintain the purchasing channel in compliance with the purchasing manual. He/She will be 
responsible for all the data maintenance and report input. 
 
SUPERVISED, EVALUATED BY & REPORTS TO: 
(Associate) Purchasing Manager  
 
QUALIFICATIONS: 
➢ Bachelor’s Degree or diploma of college  
➢ Minimum 4 years of working experience in procurement. Experience with Capex/SOC&S and 

professional service purchasing is preferred. 
➢ Fluent in English and Mandarin, both spoken and written. 
➢ Excellent communications and interpersonal skills to interact effectively with internal and external 

customers 
➢ Organizational skills and ability to prioritize, a must. 
➢ Ability to operate personal computer to access e-mail, electronic calendars, and other basic office 

support software, i.e. Microsoft Word, Excel 
➢ Ability to operate various software applications, such as Access spreadsheets, relational 

databases, statistical packages, and graphics packages to assemble, manipulates and/or format 
data and/or reports 

 
PERFORMANCE RESPONSIBILITIES: 
➢ Proceed the daily order processing and tracking on time manner. 
➢ Maintain the existing purchasing channel and provide the source of new qualified supplier for 

products/services on buyer perspective 
➢ Comply vendor qualification process and monitor the vendor performance on daily operation 
➢ Conduct price quote and comparison based on school policy and purchasing manual 
➢ Complete purchasing process in the ERP system while in compliance with School Policies and 

Purchasing Manual with files clearly documented 
➢  Maintain and update the data on a timely basis and also provide the report on regular basis 
➢ Archiving annual purchasing data with required document on file for compliance audit 
➢ Manage documents to ensure accuracy and on time 
➢ Communicate with faculty for changes, replacement and any other issues related to their purchase 

request(s).  
➢ Other tasks as assigned by Associate Purchasing Manager 

 
 

SAS BELIEVES: 
➢ That each employee makes a significant contribution to our success.  



 

➢ That contributions should not be limited by the assigned responsibilities.  
 
Therefore, this position description is designed to outline primary duties, qualifications, and job scope, 
but not limit the employee nor SAS to only the work identified. It is the expectation of the school, that 
each employee will offer his/her services wherever and whenever necessary to ensure the success of 
our organization. 


