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Job Description

Senior Procurement Officer 
Finance & Commercial Services Department
Position: 
 Senior Procurement Officer
Services:
 Finance Division
Department:
 Finance & Commercial Services Department
Salary: 
 GR8/1 $43,689 p.a 
Term: 

 Contract 3 Years
Description

The Senior Procurement officer reports directly to the Manager Finance & Commercial Department through the Principal Finance Officer.
Duties and Responsibilities

1. Overseeing and supervising all activities of the purchasing by each department.

2. Preparing plans for the purchase of equipment, services, and supplies.

3. Following and enforcing the company's procurement policies and procedures.

4. Reviewing, comparing, analyzing products and services to be purchased.

5. Managing inventories and maintaining accurate purchase and pricing records.

6. Maintaining and updating supplier information such as qualifications, delivery times, product ranges, etc.

7. Maintaining good supplier relations and negotiating contracts.

8. Researching and evaluating prospective suppliers.

9. Preparing budgets, cost analyses, and reports.

10. Coordinate with project managers regarding procurement process.
11. And other duties direct by Manager FCD.
SELECTION CRITERIA

1. A minimum of Bachelors of Commerce and or other related fields from a recognized training institute

2. At least five (3 – 5) years relevant working experience in the Financial and Accounting field

3. Demonstrated ability to write reports and to communicate effectively both oral and writing in Samoan and English language. (Essential)
4. Proficiency in Microsoft applications and in accounting database systems. (Essential)
5. Demonstrated good presentation, facilitation, interpersonal and public relation skills. (Essential)
6. Demonstrated knowledge and understanding of SOE processes, SAA accounting policies, procedures and reporting. (Highly Desirable)
7. Honest, reliable, and a commitment to work in a team completing assigned tasks in timely manner. (Highly Desirable) 

8. Acquires knowledge and understanding of SAA policies and plans guiding operation. (Desirable)
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