
Manusher Jonno Foundation
JOB DESCRIPTION


Employee Name:			      	Job Title: Procurement & Admin Officer 
Department:	Administration		 Project: Manusher Jonno Foundation
Supervisor/Title: Coordinator-Admin & HR  	Grade     : Fixed
Joining Date :  	


i.	Job Summary:
Procurement and Administrative Officer is a member of administrative team of Manusher Jonno Foundation. S/he will have the responsibility of procurement of goods, services and other administrative support of MJF. S/he will be responsible for ensuring the compliance of Govt. rules and regulations applicable for procurement as well as the donor rules and regulations. The incumbent will coordinate with the relevant program person during any procurement.

The detail responsibilities of Procurement Officer are as follows: 

II. Responsibilities and Tasks:

	1
	Procurement of products/Goods
	· Act as focal person to process procurement and ensure compliance with procurement policy and procedures. Ensure procurement process is followed completely in all sort of procurement.
· On receiving request of purchase, ensure PR, get it approved by the Director–F&A/relevant officials,
· Initiate procurement of materials following the MJF Procurement policies
· Act as Member Secretary of Procurement Committee by turns, convene procurement meetings. Prepare comparative statements/bid summaries and/or note for record in applicable cases; negotiate with vendors/service providers for quality of goods and services at reasonable price and present proposals for approval from relevant authority in the organization;
· Prepare and Issue work order to the selected vendor (s), and also responsible to prepare all types of contracts following the Govt. rules like for procurement of goods and services and others as necessary.
· Ensure compliance of Tax and VAT regulations in terms of procurement;
· Development of RFQ for procurement of goods and services at the time of procurement through tendering;
· Ensure receiving the quality goods supplied
· Recommend/process vendors bills with relevant documents
· Explore the vendors, review the documents, visit physically and finalize the vendor enlistments;
· Update the vendors list with contact numbers, location, line of product and services etc.  
· Facilitate enlistment of vendors/service providers, arrange orientation/briefing meeting for the vendors/service providers as and when necessary;
· Assist Internal/External Auditors or Reviewers and make documents available for their review.

	12

	Procurement of services/Consultant
	· On receiving request of hiring any consultant, ensure PR, get it approved by the Director–F&A/relevant officials, 
· Initiate procurement of services/consultant following the MJF Procurement policies
· Invite quotations, collect bids, analyze the bids, select vendor though procurement committee and issue Work Order
· Arrange presentation to ensure the quality of proposals
· Recommend/process vendors bills with relevant documents
· Explore different consultant, list update in regular basis, 
· Update the consultant list with contact numbers, location, expatriate area etc.  

	3
	Arrangement of Travel and Accommodation:

	· Arrange Tickets for domestic and international travel by staff and Executive Director as per request/approval with competitive price
· Arrange visa and insurance for international travel by staff
· Review and process air ticket bills for payment
· Ensure accommodation for field Travel inside and overseas
· Arrange vehicle at field for the travellers; (Ensure updated list of vehicle suppliers in/outside Dhaka with contracts)
· Arrange pick up and drop passengers from and to terminals

	4
	Vehicle related documentation and management
	· Update the Road Tax, Fitness certificates, Route permits, Insurances and other permissions and authorization for MJF vehicles;
· Preserve and update the list of vehicles with update documents;
· Comparatives and work orders for MJF vehicles repair and services

	5
	Contracts services and legal bindings
	· Prepare contracts with other parties to ensure legal bindings in respects of service or product supplier and consultancies;
· Prepare, finalize and print MoU with PNGOs, activity based Partners and other obligations;

	6
	Other Administrative Job
	· Office Maintenance
· Store Management
· Assets Management
· Organise training/meeting/workshop internal and external

	7
	Supervision and Monitoring
	· Supervise and monitor the entire work of Service Assistants

	8
	Miscellaneous
	· Any other work instructed by the MJF management 





III. Authority:

Report to Coordinator – Admin & HR


IV.	Contacts and Key Relationships:

Program Managers/Coordinators of MJF, vendors, Partners, Govt. offices etc.

V. Working Conditions:

Based in Manusher Jonno Foundation Headquarters at Dhaka 

VI.	Required Qualifications and Competencies (Benchmark) for Procurement Officer Admin
-	Masters in any discipline/ Relaxable to highly experienced persons in this field.
-	5 years’ experience in relevant field.
-	Good communication skills in both Bangla and English.
-	Computer skills (Word processing, Spreadsheet).
-	Knowledge on administrative policy.	
-	Ability to work in a team environment.
-	Good interpersonal skills.


Approved by:_________________________                                Date :_______________

Incumbent’s Signature:__________________      		       Date :________________
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