PHOENIX OF TENNESSEE 
Position Title:  PURCHASING AGENT                          Location:  Nashville, TN
Salary or Wage:  $45,000 annual                                  Open: Immediately
Position Description:  We are seeking candidates for Purchasing Agent positions to support Communications Installations Specialist in Nashville, TN.   Shift is from 8:00am to 4:00pm Monday through Friday. You will work in a clean, safe environment with a great management team.  You will receive benefit options and weekly paychecks. 
[bookmark: _GoBack]Maintains purchasing information, files and records (e.g. Requests for Proposal, purchase orders, vender files, etc.) for the purpose of ensuring the availability of documentation and compliance with established policies and regulatory guidelines. Negotiates with vendors for the purpose of resolving purchasing issues and/or ensuring purchases are within state and district requirements/regulations.  Issues purchase orders, etc. for the purpose of completing purchasing processes in accordance with established procedures.  Oversees required processes (e.g. orders, work orders and requisitions for supplies, equipment, conference requests, bids for potential commodities, supplies equipment and services, etc.) for the purpose of acquiring necessary resources to support operations.  Prepares written materials and electronic financial information for the purpose of documenting activities, providing reference, conveying information, and complying with established financial, legal and/or administrative requirements.  Processes purchasing-related information (e.g. bid documents, tabulations, requisitions, electronic procurement, product specifications, statements of work, performance terms, contracts, etc.) for the purpose of updating and distributing information, authorizing for action and/or complying with established accounting practices.
Minimum Qualifications
SKILLS: operating standard office equipment including utilizing pertinent software applications; planning and managing projects; budgeting and financial management; and developing effective working relationships.
KNOWLEDGE: personnel processes; pertinent codes, policies, regulations and/or laws; federal and state purchasing regulations; education code; and budget management and accounting.
ABILITY: communicating with diverse groups; meeting deadlines and schedules; working as part of a team; flexible to changing conditions; working with multiple projects; dealing with frequent interruptions and changing priorities; and maintaining confidentiality.
To qualify for this great job, you must:
· Pass Drug and Background Checks
· Be at least 21 years old
Our local office is located at:  1001 West Kirkland Ave. Nashville, TN 37216, (615)860-9712.  
Please send resumes to bernierichards@phoenixoftn.com and ericwaites@phoenixoftn.com with the job title in the subject line.
