
 
 
 
 
 
 
 
 
 

SEFNCO Communications is now hiring for a PO Clerk at our Puyallup location! 
 

Operating from multiple locations, SEFNCO Communications has the ability to provide single source engineering, construction, and 
management solutions that meet the growing needs of phone, broadband, cable and cellular companies throughout the Western 
United States. Our expertise has positioned us to support local, State, and Federal agencies, including military installations. It is the 
same fundamentals that founded the company that drive the company today. SEFNCO Communications is committed to providing 
the highest level of quality service to our customers and the communities we live in. 

Job Purpose: 
 
The role of the Purchase Order Clerk (PO Clerk) is primarily to review requests from internal and external staff and vendors and 
submit for approvals to appropriate supervisor or manager and then to modify, reject of produce a PO for the requesting party and 
then to issue this approved PO to the requesting party.  Once the issued PO has been fulfilled, then the PO requesting party needs to 
review the PO and make sure all goods and services have been correctly filled and then sign off on the PO and turn in to PO Clerk for 
receiving process. 

Primary Duties: 

 Review requests for goods or services from requesting parties 

 Generate draft PO and submit to appropriate supervisor or manager for approvals 

 Validate pricing as needed on PO’s  and bring to requesting parties attention as needed 

 PO tracking and their status – Issued, Open, Filled, Received, Etc… 

 Work with staff and vendors as needed to resolve issues with PO generation and receiving process 

 Reporting as needed and from different staff and customers or vendors 

 Create monthly PO accrual 

 

Secondary Duties: 

 Support with Billing Clerk as needed 

 Special projects and reporting as needed and directed by supervisors or managers 

 Research on pricing or PO specific detail as directed 

 
Desired Knowledge, Skills, and Abilities: 

 Valid US Drivers license 

 Lift and carry up to 50 lbs 

 Proficient with Microsoft Office Suite:  Word, Excel, Outlook , Etc 

 Excellent verbal, written, phone, and interpersonal skills 

 Proven strong analytic / problem solving skills 

 Ability to work in a fast paced high volume work environment 

 Dependable, flexibility to work weekends and holidays, as needed 

 Work independently under minimal supervision 

 Must be able to sit for prolonged periods of time in front of a computer.   

 Must be able to interact with multiple internal and external staff and customers 

 

 



Benefits: 
 

 Competitive wage 

 Medical 

 Prescription 

 Vision 

 Dental 

 401(k) 

 Paid Time Off (PTO) 

 Holidays 

 Life Insurance/AD&D 
 

Interested and qualified candidates: Please send your resume to careers@sefnco.com RE: PO Clerk_Puyallup 

Pre-employment drug screen and criminal background check required.  

SEFNCO participates in E-Verify and E-Screen. 

 
SEFNCO is an Equal Opportunity Employer 

 

 


