
Review purchase terms and conditions; negotiate vendor 
purchase orders and contracts.
Monitor vendor progress on purchase orders and contracts in 

contract terms.

contracts, leases, and any other agreements.

and sample testing

inventory replenishment.

A Degree in Purchasing, Supply Chain Management, Commerce, or 

previous work experience, in purchasing, procurement and/or 

tools, practices and principles; demonstrable ability to gather, 

to develop and evaluate policies and procedures.

to control budget and costs.

Business Acumen   
Results Orientation 
Commercial Orientation   

Negotiation Skills
Procurement and contract/lease management 
Supply Chain Risk Management

I

28  Only 
shortlisted candidates will be contacted. 

guidelines. The role has a responsibility to ensure that procurement 

materials and services to meet business demands. The role reports 
to the Finance and Administration Manager.

into consideration the Scheme’s annual business plans, and 

Policies and Procedures. Evaluate and update policies and 
procedures as needed.
Coordinate all procurement activities including tendering 
processes, evaluation, contract management, legal 
considerations and payment conditions, contractor 

sustainability.
Review processes in line with best practice and make 
recommendations to management to enhance procurement 
processes and systems in a manner that supports value 
creation.
Closely collaborate with internal stakeholders to determine 

or services needed to support operational plans.

and inventory systems and records.
Assess possible procurement risks and prepare risk mitigation 

respective tenders.
Develop a sourcing strategy and implement strategic initiatives 
including vendor selection.

opportunities and strategic initiatives that should be 
undertaken. 

Implement strategic sourcing and conduct research to 
ascertain best products and suppliers related to best value, 

existing suppliers, build and maintain good relationships.

 


