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Our company is looking for a procurement consultant. 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 procurement consultant

e Lead pre-proposal conferences, receive written inquiries, prepare addenda,
review/approval of addenda by project manager, post addenda, receive
proposal

o Check proposals for responsiveness to solicitation requirements, finalize
evaluation sheets, prepare documents for evaluation meeting

e In conjunction with VM, staff consultant to negotiate hours/rates and finalize
award process

» Assessing protests if necessary

e Overall process management

e Invoice review, meetings, change orders and duties as assigned

 Utilise tools and methodologies alongside specialist knowledge to deliver
procurement processes, procurement projects, transformation and change
consistently and efficiently

e Utilise creativity and innovations to develop solutions and strategies that
deliver maximum value cost improvements and benefits to clients

o Create effective working relationships with stakeholders and senior client
sponsors to deliver allocated projects, anticipating and responding to client
requirements, managing conflicts and issues

» Responsible for simultaneously managing large or complex projects (inclusive
of across more than one engagement) and leads on client management
activities and the coordination of project teams



Ability to adapt/respond to changes in client expectations

Experience in evaluation, management and selection of clinical service
suppliers

Track record of success in a direct sourcing environment

Proven track record of delivering advice to clients on procurement matters,
contract drafting, and resolution of disputes

Experience of procurements utilising the Public Contract/Utilities Regulations
an advantage

Degree qualified in a relevant construction field



