OOMKHOCTHAA MHCTPYKUMA / JOB DESCRIPTION

DomkHocTb / Job Title: Cneuuanuct no ynpasneruto uensimu noctasok / Supply Chain Specialist

Otpen / Department: Otgen onepaumin n noructuku / Operations and Logistics Department
MecToHaxoxgaeHue / Job Location: Mocksa/Moscow

Mopuunsetca / Reporting line Menemxep no noructuke 1 onepaumsam / Logistics and Operation Manager

HA3HAYEHUE / MISSION

AIMUHICTPMPOBATH MOJHbIA LWKN 3aKyMoK 1 npoaax Komnanwmm B In compliance with the company's standards to manage the
SAP, cobniopas Bce ctaHaapTbl Komnaxuu. procurement and sales cycle in SAP.

AOMKHOCTHbIE OBA3AHHOCTW / PRINCIPAL ACCOUNTABILITIES

Peanusauus nonHoro Lykna 3akynok u npoaax Toeapa,
HabOpOB 1 NPeOCTaBNEHUS PEKNaMHbIX MaTepuarnos
KnueHTam, Npuém NpoayKLMM OT KOHTpareHToB B SAP.

BsaumopeiictBue ¢ TamoXeHHbIMM  Gpokepamu K
MeXOyHapoaHbIMM  MepeBo3YMkamu MO MOBOLY
WMMOPTHbIX ~ MOCTABOK, ~ MOAFOTOBKA  PErynspHbIX
OTrPY30K C NOCTaBLLWKaMK, OTCIEXMBaHWE TaMOXEHHON
OYMCTKM TPY30B, KOHTPOMb MPaBUIBHOCTU OCDOPMIIEHMS
I'TL Gpokepom.

B3anmogeicTBiue ¢ NOTMCTUYECKUMU W TPaHCNOPTHbIMU
Cﬂy)K6aMVI KnneHta and ocyliectsineHna OO0CTaBku B
yﬂ06HbIe Ans CTOPOH CPOKW.

KoHTponb 3a cobntogeHnem rpadovka oTrpy3ku 3aKasos
BMecTe ¢ AIMUHICTPATOPOM CKNafa.

O6meH MHdbopmaumeit ¢ Kommepyecknm ynpaBneHueM,
NpeaocTaBreHne OTYETOB W CTaTUCTUKKM Ha Gase SAP
PYKOBOACTBY KOMMaHUM, MOAFOTOBKA MaTepuanoB K
COBELLIaHMAIM N0 3aKymnkam.

Processing in SAP the full procurement and sales cycle
for goods, bundles and POSM, follow up of goods
reception from the domestic vendors in SAP.

Interaction with customs brokers and international
forwarders in regard to import shipments,
intercommunion with suppliers to prepare regular
loadings, follow-up of customs clearance, control of
proper CCD formalization by broker.

Interaction with the logistics / transport departments of
the client in order to prepare and conduct the shipment
in the most convenient time for all parties.

Loading chart keeping control together with the
Warehouse administrator.

Close communications with the Commercial
Department, submission of the SAP-based reports and
statistics to the Management of the company, Purchase
Meetings preparations.

OCHOBHbIE TPEBOBAHWUA / ENTRY REQUIREMENTS

OBPA30BAHUE

Bhicliee o6pasoBaHme.

OnbIT PABOTbI

EDUCATION

Higher education.

PROFESSIONAL EXPERIENCE

2-3 roga agMUHUCTpaTMBHON paboThl, NpeanoyTUTeneH onbiT pabotel  2-3 years of admin/clerical job experience, preferably in logistics
B cchepe MOrmCTUKM, afMUHUCTPUPOBAHUS NPOLAX U/MnK B sphere, sales administration and/or in multinational companies
WHOCTPaHHbIX KOMMaHMSX



APYINE 3HAHUA, HABBIKUA U ONbIT

AHIMIACKIIA 3bIK (BbILLIE CpeaHero, CBOOOAHbIN).

OnbITHbIN Nonb3oeaTtens MK (MS Office, u ap.). SAP Business One -

CcepbesHoe NperMyLLECTBO

BHWMaHWe, akkypaTHOCTb 1 XopoLuasi paboTocnocoBHOCTb.

SPECIAL TRAININGS, SKILLS OR COMPETENCE

English (upper intermediate to fluent).

Experienced PC user (MS Office, etc.). SAP Business One is
serious plus

Vigilance, punctuality and high working efficiency needed.



