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Job Description

Position: 

Technical Store Officer
Department: 

Operations

PRINCIPLE ACCOUNTABILITIES
· Responsible for performing technical spare parts and/or service buying and receiving functions/assignment to all activities of Technical Department in compliance with the company policies
· Assist Technical Manager in controlling all relative budgets
 MERGEFIELD "Principle_Accountabilities" REPORTING RELATIONSHIP

· Reporting to Maintenance Planning & Cost Control Supervisor
· Subordinate: Technical Store Keeper
JOB RESPONSIBILITIES
· Follow work instruction and process
· Contact suppliers/contractors to get information about goods, quotation, invoice and other issues involved
· Co-ordinate with requesters about purchasing requirements and goods specification
· Create purchasing requests (PR) after getting approval based on Purchasing Brief forms from relative sections on SAP system
· Follow goods delivery schedules. Co-ordinate with Technical Store to receive goods as planned and takes full responsibility on SAP system
· Write necessary reports on purchasing verification and references
· Make monthly report for actual maintenance cost, ICF

· Make and analyse monthly, quarterly, yearly budget overview, capex
· Study, suggest any improvement on storage / system

· Participate in personal training and development as required

· Maintain a 5S work areas and work safety

· Comply strictly safety regulations, related GMP, ISO and HACCP, Foqus activities

· Review Work Instruction, safety Risk Assessment annually

· Be a WCOM team member and implement WCOM routes

· Other duty as assigned by Supervisor
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Line Manager
Incumbent
Name:
Name:
Date:
Date:
Human Resources, effective May 1st, 2013.

