· Keep trail and update the same data base as we followed. (Supplier and customers). Please don’t try to invent a new wheel in our data base management unless you reach to expert level.
· Essentially, follow the BID closing dates and prepare offer at least 02 days prior to BCD
· Be accurate in your calculations with the cost sheet, any minor mistake will heavily impact the profit margin.
· Be focused when reviewing any received RFQ, quotation, PO to avoid any discrepancy.
· Any PO we receive, it must be processed within 24 hours’ time.
· Regularly, follow up for order acknowledgement
· Log book update on daily basis.
· Email management and keep consternate on all emails you are marked in (TO & CC) and take appropriate action.
· Organize the file in proper manner as explained you and keep the latest email communication in the file.
· RFQ and PO acknowledgement in the Portal.
· Please check twice while sending any emails.
· I found you are not following the office timing, our office timings are 7:30 AM - 4:00 PM – Lunch break (12:30 PM – 1:00 PM), please follow strictly.
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