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Purchasing 

As the title means. Purchase all goods for inventory replacement and special orders. Make sure 

inventory is turned in an economical time frame. Credit requests for freight that is incorrect. Providing 

the best overall value to our customers often starts here. Also help with customers that call in and will 

call as well. 

Administrative Assistant 

The Administrative Assistant here not unlike anywhere else in many ways. You will direct phone 

calls, check vendor invoices against the po numbers, approve invoices for payment make sure that 

payment is made in a timely manner, review credits and help make sure that we are getting them. Also 

receive all checks from customers and make sure that they are ready for posting before sending to the 

main office for posting. Keeping our AR cleaned and customers current on paying invoices. They will also 

oversee approval or disapproval of both paid and unpaid leave. Finally make sure that all office supplies 

are ordered and stocked. 




