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Primary Care Partners, P.C. has a full-time opening for a Purchasing Assistant.

Duties include, but are not limited to, the following:
· AIM Software maintain update PCP Assets on AIM Software
· Maintain regular contact with FOD/Purchasing Manager 
· Office Supply Inventory (Develop a preferred list of items for each Pod)  

· Receiving (Backup), and Distribution (Backup)
· Collecting and entering bids into spreadsheets for evaluation by Purchasing Manager
· Negotiate with vendors to achieve best quality and price for goods and services
· Maintain regular communication with office and medical supply contacts in each pod
· Develop and implement internal policies and procedures relating to supply requisitioning, purchasing, etc. in conjunction with appropriate staff

· Educate employees on approved policies and procedures

The right candidate will be:

· Detail-oriented
· Multi-task oriented
· Able to prioritize and organize
· Work well in both a team and independent environment
· Excellent communication and interpersonal skills with a diverse group of vendors, employees and the public relating to the status of deliveries, purchase orders, receiving, ordering, and customer service
· Demonstrated ability to utilize computer technology in purchasing

· High School Diploma required.  College Degree preferred or two years prior experience in related field.

Applications available at www.pcpgj.com.  Please send completed application, resume, and cover letter to P.O. Box 10700, Grand Junction, CO  81506.  Applications must be received by 5 p.m. on Monday, February 27, 2012.  



Posted: February 15, 2012
� EMBED Word.Picture.8  ���








_1045056653.doc



