JOB DESCRIPTION / MO TA CONG VIEC

Procurement & FSC Staff

Nhan vién Thu mua & FSC

Procurement & Sustainability Department | Tuyen Quang, Vietnam
B6 phan Thu mua & Phat trién Bén viing | Tuyén Quang, Viét Nam

COMPANY / Céng ty REPORTS TO / Bao cao OPENINGS / S6 lwgng
erex Sakura Biomass Tuyen Quang Manager 01 Position
Nha may vién nén Tuyén Quang Truéng phong 01 vj tri

ROLE OVERVIEW / Téng quan vi tri

Support the development of new certified raw material sources for erex Sakura Biomass Tuyen Quang. This role
combines field-based procurement activities with FSC compliance management — ensuring every supplier and
delivery meets Due Diligence System (DDS) standards and FSC Controlled Wood (CW) requirements.

Hé tro phét trién cac ngudn nguyén liéu thé méi theo tiéu chuén chirng nhan cho erex Sakura Biomass Tuyén Quang. Vi
tri nay két hop hoat déng thu mua thuc dia véi quén ly tuén thi FSC — dam bdo moi nha cung cép va 16 hang dép tng
tiéu chuén hé théng DDS va yéu céu FSC Controlled Wood (CW).

KEY RESPONSIBILITIES / Trach nhiém chinh

1. Field Assessment & DDS Compliance — Khao sat thuc dija & Tuan tha DDS

» Conduct on-site assessment surveys across multiple provinces in compliance with the DDS (Due Diligence

System) for Controlled Wood materials.

Thurc hién khdo sat danh gié hién trurong tai nhiéu tinh thanh theo hé théng DDS (Hé théng Tham dinh) dbi véi vét liéu

g6 kiém soéat.

» Verify the legal origin, traceability, and risk level of raw material sources; document findings accurately for audit
purposes.

Xac minh ngudn gbc hop phép, khd néng truy xuét va mirc do rdi ro cia ngubn nguyén liéu; ghi chép két qua chinh xéac

phuc vu kiém toén.

2. Supplier Coordination & Daily Procurement — Phéi hop nha cung cép & Thu mua hang ngay

» Work closely with suppliers to monitor daily material deliveries in alignment with procurement plans and FSC
regulations.

Phéi hop chét ché véi nha cung cép dé theo déi giao hang hang ngay phu hop véi ké hoach thu mua va quy dinh FSC.

» Ensure supplier documentation and delivery processes are fully compliant with FSC requirements at all times.

Dam bao ho so chirng tir va quy trinh giao hang cda nha cung cap lubn tuén tha day du cac yéu cau FSC.

3. Document Control & Payment Support — Kiém soat hd so & Hé tro thanh toan
» Collect, vgrify, and submit all procurement documents for monthly supplier payments and audit periods. )

Thu thap, kiém tra va nop toan bd chirng tir thu mua phuc vu thanh toan nha cung cap hang thang va trong Ky kiém toan.
» Maintain organized digital and physical filing systems; ensure records are complete and immediately accessible
for review. ‘ i ) ‘ ‘ ) ) ‘
Duy tri hé thong Iwu trik hd so ban ctring va ban mém c6 té chire; dam bao ho so day du va cé thé truy xuat ngay khi can.

4. FSC Certification Activities — Hoat déng chirng nhén FSC

» Execute procurement and FSC certification compliance activities under the manager's direction.
Thure hién cac hoat déng tuén thd thu mua va chimng nhan FSC theo chi dao cta quan ly.



» Support internal and external FSC audits by preparing evidence packages and coordinating with auditors and
consulting companies.

Hé tro kiém toan FSC néi bg va bén ngoai bang cach chuén bj hé so'minh chimg va phdi hop voi kiém toan vién va céng

ty tw van.

REQUIREMENTS / Yéu céu

Mandatory / Bat budc

> Mini[num 2 years of experience in procurement or supply chain management.

Toi thiéu 2 ndm kinh nghiém trong linh virc thu mua hodc quan ly chudi cung trng.

» Willingness and ability to work on-site, including travel and extended stays across multiple provinces.

San sang va c6 kha nang lam viéc tai hién trirong, bao gom di lai va lwu tra tai nhiéu tinh thanh.

» Flexible, self-driven, and effective in field-based working environments.

Linh hoat, chi ddng va lam viéc hiéu qua trong méi trurong thure dja.

» Knowledge of certified wood materials, FSC/PEFC standards, and DDS systems.

Am hiéu vé vét liéu go c6 chirng nhéan, tiéu chuan FSC/PEFC va hé thong DDS.

Preferred / Uu tién

» Communicative J?pa[\ese or English,proficiency.

C6 kha néng giao tiép tiéng Nhéat hodc tiéng Anh.

> Extensive experience or strong network in the Vietnamese wood industry (procurement, sales, or processing).
Kinh nghiém day dan hodac mang lwéi quan hé rong trong nganh go Viét Nam (thu mua, kinh doanh hoac ché bién).
» Prior experience working with cons,ulting firms or augiting companies in the forestry or certification sector.
Kinh nghiém lam viéc v&i céng ty tw van hodc cong ty kiém dinh trong linh virc 1dm nghiép hodc chirng nhén.

WORKING CONDITIONS & BENEFITS / piéu kién lam viéc & Quyén loi

Working location: Lot C9, Long Binh An Industrial Park, Binh Thuan Ward, Tuyen Quang Province
Dja diém lam viéc: L6 C9, Khu cbng nghiép Long Binh An, Phuong Binh Thuén, Tinh Tuyén Quang
Working hours: Mon — Fri, 08:00 — 17:00 (60-min lunch). Off: Sat, Sun & public holidays. )
Gior lam viéc: Thir Hai — Thir Sdu, 08:00 — 17:00 (nghi trira 60 phat). Nghi: Thir Bay, Chu Nhét & ngay Ié.
Language: Native Vietnamese; Japanese or English is a plus

Ngén ngi: Tiéng Viét ban ngd; Tiéng Nhat hodc Anh la lgi thé

Compensation: Based on candidate's current salary, relevant experience, and demonstrated skills
Lwong: Dya trén mirc lrong hién tai, kinh nghiém lién quan va nang lurc cda (g vién



