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	Title: 
	PROCUREMENT MANAGER

	Generic Function: 
	SUPPLY ACTIVITY MANAGER

	Code:
	LM02003

	Level:
	9
	(E)




	Position in the Organization

	
	

	Reports to (Hierarchical):
	Logistics Coordinator or Supply Chain Coordinator (if any)

	Reports to (Functional):
	Logistics Coordinator or Supply Chain Coordinator (if any)

	Job Family:
	Logistics and Supply

	Supervises (Function):
	




	Main Purpose

	

	Defining procurement strategy and coordinating and monitoring all procurement activities related to local, regional and international purchases of goods, transport, subcontracted works and services for the mission according to MSF protocols, standards and procedures in order to ensure a transparent and efficient procurement and supplier performance




	Accountabilities

	

	· In collaboration with the Logistics/ Supply Chain Coordinator / SCTL  defining and implementing the mission's yearly procurement strategy   and within the procurement strategy framework, analysing the local portfolio and the mission's needs (budget/forecast)  in order to define an annual procurement actions plan
· Monitoring the implementation of the procurement activities ensuring compliance with MSF standards, protocols and procedures. This includes the  following:


· Managing the supplier selection process according to the priorities set as part of the annual plan and in accordance with the MSF Quality Assurance policies. Liaising with the relevant technical referents to validate the quality of the sourcing by organizing market consultations and tenders, preparing and leading negotiations and formalizing agreements.
· Managing supplier relationships to ensure quality of product and services by implementing KPIs to set expectations and monitor the suppliers' performance, evaluating overall performance in liaison with Supply Chain Team Leader / Supply Chain/ Procurement Supervisor for supply issues, and med/log referents for technical issues, and solving dispute with suppliers, if any. Controlling and maintaining the quality of data related to commercial agreements with suppliers (price lists, SLAs, contracts…)
· Conducting market assessments and benchmark analysis (including local, regional, and international sourcing options) in order to define action plans, and report market evolution/change that could influence the procurement strategy
· Ensuring technical support for his area of activity and providing coaching to staff under his/her responsibility in order to contribute to the development of procurement best practices on all the mission's projects with the objective to improve the level of expertise of the mission
· Participating in monthly reports according to guidelines. Implementing and following up on procurement performance indicators, with regular reporting to the Supply Chain Co / Log Co and the procurement stakeholders
· In collaboration with the Logistics Coordinator, the HR Coordinator and Project Coordinator participating in the planning and implementation of  HR associated processes (recruitment, training, briefing/debriefing, evaluation, detection of potential, development and communication) of the staff under his/her responsibility in order to ensure both the sizing and the amount of knowledge required to correctly perform all supply activities pertaining to his area
· Performing delegated tasks according to his her speciality and as specified in his/her job description




	MSF Section/Context Specific Accountabilities

	

	























	Requirements

	
	

	Education
	Diploma in supply chain or business administration

	Experience
	Minimum two years in procurement, preferably with some experience of dealing with suppliers in developing countries

	Languages	
	Mission language essential; local language desirable

	Knowledge
	Computer literacy

	Competencies
	· People Management and Development L2
· Commitment to MSF Participles L2
· Behavioural Flexibility L3
· Results and Quality Orientation L3
· Teamwork and Cooperation L3





This job description may be amended in line with the activities or evolution of the Mission.
By signing, the employee acknowledges that he/she has read, understood and accepted this document.


	Employee Name/ Surname
	

	Place and date:
	




Signature of the employee:
(To be signed in two copies, one for the employee and one for the employer)
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MSF is a civil society initiative that brings together individuals committed to the assistance of other human beings in crisis. As such MSF is by choice an association.
 Each individual working with MSF does it out of conviction and is ready to uphold the values and principles of MSF.
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