PURCHASING AGENT

The incumbent is responsible for procurement of a variety of goods and services and for the preparation of purchase orders.

Our successful applicant will have completed high school and have 1-2 years experience in a purchasing role.  They will have good knowledge of the local environment and be able to source suppliers and contractors as needed.  The ability to use Microsoft Office programs is required, as is the ability to communicate effectively, both orally and in writing.  Applicants must hold a clean, valid New Zealand drivers license.

Starting salary is approximately NZ$35,500. 

Applications close October 27.  

Please forward applications to:

HR Assistant

Embassy of the U.S.A

PO Box 1190

Wellington

Or e-mail Wellington.HR@state.gov

