
Our innovative and growing company is looking to fill the role of manager,
procurement. Please review the list of responsibilities and qualifications. While this
is our ideal list, we will consider candidates that do not necessarily have all of the
qualifications, but have sufficient experience and talent.

Responsibilities for manager, procurement

In conjunction with supervised manager ensure the establishment of
appropriate staff and other resource levels for current and prospective work
in accordance with approved budgets
In conjunction with supervised managers establish training and development
programmes for personnel and act as a mentor in the development of
appropriate personnel
Agree outline specifications for new systems and as necessary make
recommendations as to methods to be employed and cost of
implementations
Ensure supervised managers monitor performance of projects relative to
project schedules, budgets and procedures and ensure that corrective
action/improvements is taken where necessary in accordance with project
management execution strategies
Measures effectiveness of operations through internal and external periodic
feedback procedures
Facilitates the preparation and submission of purchase order contracts with
funding agencies and in accordance with organizational and agency reporting
requirements
Continuous effort to identify cost efficiency improvements, define cost
avoidance and saving projects including implementation and reporting
Inform and consult management and operations about trends in the supply
market or potential business risks and opportunities, assess, manage and
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Prepare and process purchase requisitions for prototypes, tools, samples,
products and services
Deliver savings and value, including Class I and Class II commitments,
PPV(Price Point Variances)

Qualifications for manager, procurement

Significant experience (8 or more years) with procurement best practices,
category management, strategic sourcing, managing supplier relationships
and business process improvement, procurement process and policies
experience
A minimum of 5 years of procurement experience is required
Knowledge of strategic sourcing and procurement processes are required
Must be able to develop creative solutions and communicate to internal
stakeholders, leadership and suppliers
Check all Purchase Orders (PO’s) received by the department to ensure it has
been authorized, signed, price checked and assigned to an authorized vendor
Submit any invoices received to Accounting department for processing


