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Assistant Buyer x2

We are currently looking to recruit 2 Assistant Buyers within our NHS Shared Business Services

office in Salford.

· Position Accountabilities

· Process work in line with agreed procedures for non-catalogue requisition lines to

· Purchase Order

· Field Telephone calls from Trusts and pass to appropriate person

· Assist in compiling information on activity

· Resolve queries and escalate as necessary

· To Schedule and prioritise allocated work on a daily basis

· Distribute information and when required, work to the other team members of groups

· Identify and suggest areas of improvement

· Maintain and update information held on a database or manually

· Support line management on any additional admin when required

· Liaise with internal/external clients

· On daily basis print or post data, report and invoices

· Maintain records for audit purposes

· Ensure deadlines are met

Position Specifications

This is often an entry point role for many operational staff, usually at an early stage in their

working life. The will tend to focus on a very structured and well defined scope of work. The key

requirement is to execute assigned tasks promptly and accurately and build a track record of

same. Their Team Leader will be looking for signs that the incumbent can not only achieve this

track record, but that the individual’s shows signs of challenging processes in an appropriate

manner. The Role holder will usually be part of a team performing similar tasks for the different

clients

Essential Skills

· Excel, Word and Power point experience

· Ability to work in a team or other structured environment

· Articulate and able to maintain good relationships with colleagues and clients

Desirable Skills

Ability to navigate around and understand use of relevant systems e.g Oracle/SAP

Salary Details

£13,000 - £17,000 base salary + excellent benefits package (flex fund, pension etc)

For further details, please contact me on 01189 847341 or email me on cherie.ramsingh@steria.co.uk 
Closing date for applications is Friday 21st of October 
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