JOB DESCRIPTION

Job Title: 

Procurement Manager

Holder:



Class:


E 1st Quartile

Responsible to:
ACD Programme Support

Supervises:

Procurement Officers 




Assistant Procurement Officers

Job Summary

Overall responsibility for CII procurement services which include the continuous evaluation of procurement policies and the implementation of the procurement function.  The Procurement Manager will provide leadership and guidance to all procurement staff, as well as liaise with vendors and Government of Indonesia Offices. S/he will provide technical assistance, standardization and quality control to the sub-offices and direct support to CIIHQ for their procurement needs.

R1:
Implementation, evaluation and review of the procurement policies.

T1.1 
Develop and manage the effective implementation of the mission procurement policies.

T1.2
Periodically review and recommend revisions to the mission procurement policies.

T1.3
Provide guidance and advice to CARE staff on issues related to procurement procedures.

R2:
Coordination and administration activities related to procurement.

T2.1
Ensure proper records are established and maintained and information is readily available on all requirements for procurement at all office levels. 

T2.2
Provide regular feedback to customers regarding the status of their requests. 

T2.3
Provide monthly status reports of all purchase requests at all office levels.

T2.4
Organize and prioritize purchases according to the nature of the request (urgent, small items, international purchases, services, etc) in accordance with procurement plans.

T2.5
Ensure procurement staff at all levels coordinate with departments/projects to ensure that the technical specifications and other details (including funding sources, delivery locations, etc) are included in requests before processing them through the procurement system.

T2.6
Ensure that all shipping documents (airway bill, bill of lading, commercial invoice, insurance certificates, waybills) are available for all goods received and dispatched.

T2.7
Ensure that VAT and Duty exemption applications have been submitted for all purchases where applicable. Follow up all applications to ensure timeliness.

T2.8
Process all procurement requisitions for CIIHQ.

R3:
Vendor Management.

T3.1
Ensure that the working relationship with vendor is continuously enhanced and the vendor base broadened in accordance with CII policies and best practices and the laws of Indonesia.

T3.2
Based on past requisitions, real consumption and expected demand of specific products (such as tools, stationery, vehicles, timber etc) establish legally binding contracts and/or agreements with those vendors with proven track records in low prices and quality goods, services and prompt delivery.

T3.4
Research and ensure that the vendor base is broadened as necessary and opportunities for discounts are followed up.

T3.5
Prevent and resolve customer complaints and disputes with suppliers.

T3.6    Ensure the vendor list is tendered and updated annually as per CII procurement and Scala guidelines.

R4:
Staff Management

T4.1
Develop the departmental AOP and assist all procurement staff in preparing their IOPs and workplans. Evaluate their progress directly and indirectly through programme management in the field offices.

T4.2
Ensure that every person in the procurement department has a clear job description, which they understand.

T4.3
Ensure that every person within the procurement department follows the CII procurement policies.

T4.4
Provide supervision and guidance to procurement staff throughout the CO both directly and indirectly where applicable.

R5:
Responsible for auditing the procurement procedures in the field offices and CIIHQ.

T5.1
Ensure that all CPOs and LPOs issued are properly accounted for through physical spot-checks of the blue copy and canceled CPO files in every procurement office.

T5.2
Liaise with finance department to ensure that the appropriate action (eg paid, canceled etc) is taken on all CPO green copies in good time.

T5.3
Ensure that all vendor advances are accounted for in good time.

T5.4
Conduct periodic customer surveys to gauge satisfaction and take appropriate remedial action as required. 

R6:
Responsible for coordinating management of the procurement module of Scala FIS within the mission.

T6.1    Ensure that all requirements for implementation of the procurement module are                 met 

T6.2    Ensure any updates in procedures are communicated and understood by procurement staff. 

Working Conditions

Duty Station:  Jakarta, with regular travel to Regional and/or field offices at least six times per year.

Skills and Qualifications:

· Bachelor’s degree in related field (law, administration, engineering, etc).

· Post graduate qualification in Procurement, Purchasing and Supply.

· At least 5 year’s experience in a related position in a reputable organization.

· Experience with food commodities, agriculture and medical supplies and equipment.

· Experience in preparing contract agreements with suppliers.

· Detailed knowledge and experience with the related laws of Indonesia.

· Computer skills in MS Word, Excel and other spreadsheets, including experience in inventory and procurement management programmes.

· Proven leadership, management, communication, inter-personal, decision making and analytical skills.

· Ability to work with minimum supervision.

Autonomy:

· General defined goals and objectives.

· Work methods, approaches and sequence chosen by incumbent, with primary constraints on budgets, demands of other units in the organization, or contractual agreements.

· Work reviewed by supervisor occasionally and at project completion.

· Supervisory direction sought as required, (eg where incumbent does not have authority to manage the constraints mentioned above; incumbent is expected to recommend courses of action).

· Authorized to make unit purchases up to Rp 1,000,000.

