
Post : Procurement Professional 

 

TOR and eligibility criteria 

Position Overview : 

 
Purchasing and supply management is an important role for any business or 
organization. The Procurement Professional can make a real difference in cost saving 
and profit. The Procurement Professional sources whatever the business/organization 
requires or searches for better deals and more profitable suppliers by being cost –
effective while also dealing with other factors such as sustainability, risk management 
and ethical issues. 
 
Eligibility 

1.       Graduate in any discipline from a UGC recognized University. 

2.       PG Diploma in Materials Management.. 

Experience 

1.       At least 5-6 years of progressive work experience in managing procurement 
function on behalf of an organization. 

2.       Knowledge of e-procurement technologies will be an added advantage. 
3.  Preference will be given to the professional having experience of working in 

Government or Semi Government organization. 
 
Skills/Abilities 

1. Strong knowledge of generally accepted purchasing practices, contract 
negotiations, related laws and regulations. 

2. Demonstrated expertise in independently drafting contracts, business documents 
and/or other agreements while assuring compliance with applicable laws, 
guidelines and prime contract terms. 

3. Strong negotiation, communication and presentation skills (verbal and written). 
4. High level of proficiency in computer, using pertinent software applications. 
5. Skills to evaluate competitive proposals to select the most appropriate vendor to 

meet the purchasing needs 
 

Roles & Responsibilities 
 Procurement Professional will be responsible for most or all of the following 
functions’, however the degree to which elements of these duties can be delegated to 
subordinate employees, will be governed by the structure of the department. 

 
Core Function: 



 
1. Advise DH (ISS) on all purchase and supply issues and work in close 

cooperation with him to ensure a consistent and fair approach to all purchasing 
policies and procedures. 

2. Evaluate, make recommendations and develop appropriate purchase policies 
and procedures, for the implementation of standards which represent best 
purchasing methods that are consistent with the organizations ISO quality 
standards and in line with the organization’s goals and objectives. 

3. Execute all purchases, within approved signature authority guidelines, in a 
centralized environment. 

4. Identify potential suppliers, while maintaining effective relationship with existing 
suppliers too. Continually evaluate products and services offered by existing and 
prospective vendors. 

5. Evaluate bids, negotiate and administer the purchase contracts including 
payment terms negotiation and make recommendations based on commercial 
and technical factors ensuring that vendor selection is fair and legally defensible. 

6. Develop and maintain effective stores and inventory management systems. 
7. Analyze the effectiveness of all purchasing efforts. 

 
Managerial Function 

 
1. Manage the daily operations of the Purchase department to ensure that the 

material and services requirements are met in a timely, efficient, effective and 
ethical manner. 

2. Liaison between suppliers, manufacturers and internal departments to ensure 
smooth working and timely supply of all requirements. 

3. Provide continuous staff development opportunities to ensure that staffs possess 
sufficient training and required skill levels to perform their assigned tasks in a 
proficient manner and also promote teamwork within the department. 

 
Financial Function 
 
Develop cost-effective strategies, through efficient vendor management, maintaining 
quality and optimum pricing. 
 
Innovation Function 

 
Develop best practices through advanced purchasing methods and techniques, current 
technology, vendor competence, competitive marketing conditions and all applicable 
laws, rules and regulations. 
 
 

 
 


