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JOB DESCRIPTION
	JOB TITLE & ROLE INFORMATION

	Job Title
	Assistant Procurement Officer

	JOB PURPOSE

	The Assistant Procurement Officer is responsible for assisting in monitoring inventory levels, sourcing of goods and maintaining accurate procurement records.

	KEY RESPONSIBILITIES / PRINCIPAL ACCOUNTABILITIES

	1. Issue and raise utilities and stationeries requisitions.
1. Analyze quotations and raise local purchase orders in liaison with the Procurement Officer.
1. Ensure safe storage of received supplies.
1. Assist in data entry of local purchase orders in the procurement module.
1. Assist in quarterly physical stock take in liaison with the Procurement Officer, Internal Auditor and Accountant.
1. Assist in tracking of LPOs and contracts, and ensure timely delivery of goods in liaison with the Procurement Officer.
1. Assist in receiving, storage and issuing of goods.
1. Maintain accurate procurement records.

	KNOWLEDGE AND EXPERIENCE

	Education
	Diploma in Supply Chain Management / Purchasing and Supplies

	Professional Qualification
	APSK Level 2

	Experience
	Minimum one (1) year experience in a procurement and supply chain environment

	Technical Skills
	Record Keeping, Store Management

	Behavioral Competencies
	Team Player, Growth Mindset, Negotiation and Presentation Skills, Ethical Standards, Communication Skills



