+ ( International Federation o
of Red Cross and Red Crescent Societies

Job Title Procurement officer
Classification Level Technical Specialist
Organizational Unit / Duty Station ’
{Department / Zone Office / PMO office, Coxbazar
Delegation..... etc}
immediate Supervisor's Title Sr. Supply chain manager
Second Line Managers Title (if Sanjeev Kafle
applicable)
Technical Manager's Title Not applicable
(if applicable)
Number of Direct Reports Not applicable
{if applicable}

Indirect Reports .
N“mbe.r of Indirect Rep Not applicable
{if applicable)}

~—

Organizational context {where the job is located in the Organization)
.
| The assigned person will be base in Cox’s bazar at PMO office

i
i
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Job purpose

The Procurement officer — under immediate supervision of the Sr. supply chain manager is responsible
for supporting procurement, transport services tasks relating to IFRC/BDRCS programmes and
operations.

S

ob duties and responsibilities

1. Participate in the field level procurement of goods and services, obtaining quotations, preparing
comparative bid analyses (CBA) and making recommendations for selecting the suitable
suppliers/service providers.

Maintain documentation according to IFRC filing standards to full audit trail standards, and provide
ad_vice/negotiate contracts for goods and services required by the PMO office.

With proper authorization, support purchase appropriate goods or services and arrange their delivery
in a timely and cost effective manner.

Support. liaising with suppliers, service providers and other relevant stakeholders regarding delivery
of s_upr:\hgs or services and keep all parties informed of any changes in a timely manner.

Mam?gmmg accurate supplier database for regularly purchased items, keep informed of local market
condatxoqs and establish/maintain good waorking relations with suppliers and inspection companies.
Befqre signing Goods Received Notes (GRN), ensure that all purchased goods meet IFRC standards
are fit for the intended purpose and have appropriate inspection certificates when required ’
7. Support proper inspection of items and follow up on quality aspects as required. ‘

8. Support planning of transportation requirements of the Field Office, maintain use of transportation
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‘management system for the vehicles used for programs and assist in planning best use of vehicles.

Support organizing of temporary, local labour to facilitate the ti i i i
of Gbaceite by . Joca e timely and efficient receipt and dispatch

0. Provide weekly/monthly procurement reports.
1

. Maintain communications with the relevant de
‘ m . partments of the Count Office, BD
National Societies to ensure timely and efficient receipt and dispatc;\y of goods i:} ggng?t i?m
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Dt}ties appﬁcable to all staff

i1 Active!y work towards the achnevement of the Federation Secretariat’s goals

Abnde by and work m aczordance wrth the Red Cross and Red Crescent principles

. Perfcrm any other work re!ated dutzes and responsibmnes that may be assigne}tjl’)y the line manager

Position Requirements

Educated to graduate de:gree Ievel and/or can demonstrate equwa!ent mtcllectual capacxty S SRS B
Profess:anal quahf" cateon or equrvaient of quanfymg expenence in logrstccs - i ‘

Good mema! and physzcal health

3-year expenence in procurement general loglstlcs incl

uding warehousing,
ance and | procurement

 the Red Cross / Req Crescent
g fora humamtanan/non prof t-r

making organization

| Advanced skxlls  in computers (Wmdows word processmg, spread sheets etc )
Able to work mdependentfy and as part of the team

Exceptlonal level of patfence and b!e to work long hours
j Stnong negottatfon skms

; Abmty to detecé and resrst po

tentla! fraud
3 Documentatlon preparatlon and f Img skms

3 Abfltty to dehver unfavoura
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