Technical Trainee: 
(Technology Procurement)

JOB SUMMARY 
The successful candidate will possess blended abilities, both with information technology and business knowledge.  He or she will be exposed to the entire technology procurement process from initial purchase requisition to purchase order and contract signature. The supervisor will meet regularly with the Trainee to provide coaching and mentoring, as well as review progress related to the job. 

ESSENTIAL FUNCTIONS 

Analysis – Use knowledge of technology to evaluate new purchases, including; price, terms, and suitability of product to the business need. 

1. Negotiation – Use Company provided tools and manager/supervisor guidance to negotiate the best possible discount, price, or terms for the firm. 

2. Vendor Selection – Conduct cost/benefit analysis on future purchases and provides recommendations for vendor selection to management. 

3. Systems- Ability to utilize PeopleSoft Financials ERP system

4. Documentation - Creating written documents to support and justify purchases and vendor selection. 

5. Other duties as assigned.
SPECIFIC BUSINESS KNOWLEDGE AND EXPERIENCE REQUIRED 
1. Bachelor's Degree. 

2. Knowledge of or desire to learn procurement and contract management processes.

3. Proficiency with analysis, negotiation, and problem solving.

4. Written and oral communication skills to make technical or non-technical material understandable to the business lines. 

5. Basic understanding of accounting principles. 

SPECIFIC TECHNICAL KNOWLEDGE AND EXPERIENCE REQUIRED 
1. Proficient in Microsoft Word, Excel, Outlook, and PowerPoint. 

2. Excellent organizational skills. 

3. Customer focused mentality.


  Career Path:

Tech Trainee>Systems Analyst

Tech Trainee>
