mationol Culture & Career Exchonge

NY SHEE H /9 S/2t0] “absolute Hot New York”

K| AHDH

TOHE,

o= Qe FEF =1

—

e

La:-;: e o |
Position Title City, State Length Stipend
1. Purchasing Team Intern . °
71l -
2. Sales Support Intern Port Washington, NY 1274 $18-20 / Hour

Job Descriptions / Academic Background

1. Purchasing Team Intern

- Monitor stock levels and identify purchasing needs

- Prepare and process purchase orders or purchase requests

- Update internal databases with order details

- Track orders and ensure timely delivery

- Research potential vendors

- Negotiate and administer contracts with suppliers and vendors

- Prepare cost analyses

- Maintain updated records of invoices/contracts and request all required
documents from vendors

- Follow up with suppliers, as needed, to confirm or change orders

- Liaise with logistics department to ensure all products arrive in good

condition

2. Sales Support Intern

- Proving support to our sales representatives, assisting in daily in/out of
office needs
- Making travel, trade show, company event and meeting arrangements,
and act as the point of contact
- Booking travel arrangements and following up

- Required to go on business trips to trade shows, events, or sales regions.
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