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JAWATAN KELAYAKAN & PENERANGAN TUGAS LOKASI KERJA

PURCHASING 
CLERK 

• SPM- DIPLOMA/DVM/DKM / EQUIVALENT
• Min experience: 6 months in purchasing/ procument. Internship experience is 

acceptable
• Proficient in Microsoft Office (Words, Excel, Outlook)

✓ Process Orders
✓ Communicate (Suppliers) – Quotes, confirm orders and follow up on deliveries
✓ Support Inventory Management – Track stock levels and ensure timely ordering
✓ Maintain Records – Files of orders, prices and suppliers
✓ Provide Admin Support – Reports, data entry & related office tasks.
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