1. Processing of purchase orders received from all departments of ITC, along with technical specification, and their follow-up with the purchasing department on their status.
2. Receiving quotations from purchasing department in a timely manner and forwarding it to the relevant ITC departments for analysis and recommendation.

3. Quotation analysis committee if required with be formed by the Director ITC in coordination with the relevant ITC department.

4. Coordinate the tagging process with store house and ITC departments and complete inspection forms.

5. ……

6. Participate in equipment/material receiving committees whenever nominated.

7. Maintain in store all received consumables and equipment; keep track of quantity, distribution, inventory, etc. No material must leave the store house without the written directions and instructions of Director ITC.

8. …

9. Be responsible for inventory of ITC equipment, peripherals, etc. Conduct and report the status of inventory periodically. 

10. ….

11. …

12. Handle obsolete items and their return to storehouse periodically,  and update inventory records.

13. Software purchases, reception, etc., will be handled by CSS. BSO will assist in follow up with purchasing department.

14. Coordinate with all relevant KFUPM departments such as storehouse, purchasing, finance, etc.

15. Audit and book keeping of vendor invoices.

16. Follow up petty cash and maintain records.  

17. Responsible for receiving any ITC income and forwarding it to KFUPM account and notify financial department.

18. Responsible for preparation of all  documents  both in Arabic and English for ITC including purchase orders, contracts, license renewals, RFPs, memos, etc.

19. Responsible for maintenance of all physical facilities of ITC and work in coordination with maintenance department in a timely manner.

20. Clearance of all staff/faculty prior to departure.

21. …

22. …
23. Responsible for transfer of funds back from RI projects (in coordination with RI SSO), Research Committee Funded Projects,    other approved projects, and academic colleges in the University. 
24. Weekly/Monthly generation of reports of inventory status, discrepancies, pending orders, delays and problems etc.

25.  All above responsibilities must be delivered in a timely manner without delays.

