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JOB DESCRIPTION 
PROCUREMENT OFFICER     
	Job Title
	Procurement Officer     

	Reports To
	Finance & Administration Manager  

	Job Summary
	As a key member of Rusumo Power Company Limited (RPCL) the procurement Officer will report directly to the Finance & Administration Manager. He/she will work closely with the Plant Manager and other RPCL staff.


	Responsibilities and Duties
	· Consolidation of procurement requirements submitted by the Users Departments (UDs) into the Consolidated Procurement Plan and periodic update of the plan;

· Recommending methods of procurement for each proposed contract in the Consolidated Procurement Plan;
· Provide research, administrative and technical support to staff on the procurement of goods and services to ensure accuracy, timeliness of information and compliance with governing legislation, policies and procedures;
· Provide support in preparation, processing and maintenance of procurement instruments and contracts in accordance with provision of procurement manual 
· Coordinate, participate and/or process various procurement activities including bid openings, change orders, security deposits, progress payments, contracts, etc. 
· Agreeing final Terms of Reference (ToRs) / Specifications with UDs and ensuring that they are not restrictive;

· Preparation of solicitation / bidding documents (including relevant advertisements where required) in consultation with UDs and obtaining approval of the documents from the Procurement Disposal Committee (PDC)  

· Managing the Pre-Bid Conference (PBC) where provided for in the bidding documents;

· Maintain the computerized procurement system; 
· Liaise with suppliers and staff on matters relating to procurement, internal controls and relevant legislation; 
· Provide input and maintain relevant policies and procedures including contract administration manual and procurement templates; 

· Maintain electronic and manual procurement records;

· Other related duties. 


	Qualifications and Experience Requirements 
	· University Degree in Procurement, Business Administration and or related field from an institute of recognized standing;

· Must have 8 years of related experience as a procurement officer in public and or private institution;

· Strong experience at least 5 years as procurement officer in project funded by World Bank, African Development bank or other development partners
· Must be prepared to undertake further development of business or leadership skills through participation in internal and external training and development;

· Possess initiative and mature judgement with the ability to make and implement sound decisions;
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