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JOB ADVERTISEMENT
TERMS OF REFERENCE CALL FOR A PROCUREMENT ADVISOR
CORDAID IN BRIEF

CORDAID believes in a world without poverty and exclusion. We strive for a just and sustainable society where every person counts. We stand for knowledge and talent sharing between North and South, between farmers and businesses, between activists and policymakers. Where poverty, conflict and exclusion divide societies, we connect people and communities. We stand for professionalism, expertise and solidarity across borders. We make a difference where it is most needed.

We do that where natural disasters strike, where conflicts tear up communities and where under development keep families in extreme poverty. In the Netherlands, we are known as CORDAID Memisa, CORDAID Menes in Nood, CORDAID Kinderstem and CORDAID Microkrediet.  In Sierra Leone, we focus on four key areas of support – Health System Strengthening, Investments, Resilience, and Private Sector Development.

JOB TYPE, SALARY, LOCATION AND PURPOSE OF FUNCTION 
Full-time: 40 Hours a Week
Annual Salary: 80-100 Million based on experience
Locations: Based in Freetown, with a possible international travel to any Cordaid Country Office. 
1) The Procurement Advisor is expected to support the CORDAID Sierra Leone and Liberia Country Offices in ensuring that key aspects of the Procurement are successfully managed whilst following prescribed CORDAID and Donor Regulations.
2) Offer TA on Systems Strengthening Projects with Procurement or Supply Chain Components
3) Aid Cordaid SME’s and other private sector institutions with Procurement advice and guidance

4) Training and Capacity Building/Enhancement for other Cordaid Offices in the region

5) Training to Cordaid SME’s and Partners
DUTIES AND RESPONSIBILITIES

Under overall guidance and direct supervision of the Country Director, the Procurement Advisor will be responsible for all following functions, in no particular order of priority, for the efficient and effective running of the Country Offices:

Procurement

· Advise and build capacity of Procurement team, including

· executing a clear procurement plan and ensuring that requests are managed effectively, and that sufficient time is provided to complete all necessary processes.  

· Ensuring all procurement requests are completed correctly and the duties of collecting quotations is segregated amongst the team to prevent conflict of interest. 

· Quality checks on the procurement analysis of all supplies/services ensuring detailed procedure and selection process is clearly outlined within the analysis section.

· Managing the process of the delivery of goods/services to CORDAID ensuring all items are correctly accounted for by the team. 
· Ensuring all procurement follows the organisational procurement procedures and all orders are made correctly with the right authorisation through continuous mentoring and coaching of Cordaid Sierra Leone team
· Helping Procurement team create agenda, organise for all procurement committee meetings with suppliers, detailing minutes of committee meetings

· Create a system and plan for preferred suppliers/vendors and implement the Approved Supplier List Plan
· Training the Procurement Team to ensure all suppliers uphold the terms and conditions of the agreement and in need of sourcing or changing current agreements organise procurement committee to facilitate any necessary additions and changes.  

· Conduct price checks on all procurement conducted and manage the team to negotiate strong value for money
· Support Operations Advisor during Vendor Satisfaction Reviews

· Any other reasonable tasks assigned by the Country Director
EDUCATION AND JOB-RELATED SKILLS

· Minimum of a Degree in Business Administration, Procurement or Supply Chain (added advantage), Accounting, or related field
· Fluent English writing and verbal skills

· Advanced skills in internet use, Microsoft, PowerPoint, Excel and Outlook 

· Strong Negotiation skills
· Certified Procurement Professional an additional advantage
RELEVANT WORK EXPERIENCE

· Minimum four (4) years demonstrated working experience in Procurement either a consultant or employee. If employee, must have 2 years in Management/Administrative Level
· Minimum of three years’ experience managing personnel
· Minimum of three years’ experience training or building procurement/supply chain trainings
· Demonstrable network of contacts and high standing in his/her profession with proven record of building and managing effective partnerships and strategic alliances

· Demonstrable working knowledge of Donor and Sierra Leone’s Procurement Policies 
· Ability to be work in and manage projects
Field visits play a large part of this role and as such, it is expected that the candidate is willing    and able to take part in such activities in all weather conditions – An INGO or rented vehicle will be made available
TO APPLY
Send your Cover Letter and CV by email to the Human Resource & Operations Manager at: jobs_sl@cordaid.org and copy job@jobsearchsl.com
Please address the Subject of your email as: Procurement Advisor 

DEADLINE FOR APPLICATIONS IS January 20th, 2020
WOMEN CANDIDATES ARE STRONGLY ENCOURAGED TO APPLY
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