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[bookmark: _GoBack]Procurement and Supply Officer (On Contract)



1. Main Tasks and Duties

· To be responsible to the Executive Director through the Director Capacity Development Corporate Services and Operations and the HR and Administration Executive for all matters relating to the procurement and supply of stores for the Council.    

· To carry out and/or assist in the appraisal and review of organizational set-up, systems and procedures related to supply and warehouse operations in the Council and make necessary recommendations.

· To assist in formulating proposals to review procurement procedures for consideration by Procurement Policy Office.

· To organize and manage procurement and supply activities

· To provide on-the-job training to officers working under his/her responsibility.           

·  To perform procurement, warehousing and stock control duties in compliance with the provisions laid down in the Financial Management Kit and regulations made under the Public Procurement Act 2006 and other regulations in force as appropriate.

· To prepare or assist in the preparation of documents for the launching of the appropriate procurement exercises in line with the Public Procurement Act 2006 and Regulations.

· To attend Council and Committee meetings as and when required.

· To prepare estimates appraisal and review exercise related to procurement, supply and warehousing operations.

· To attend to audit queries on procurement and supply issues, provide material for the proper replies and to take corrective measures as directed.   

· To manage the award of contracts.

· To be responsible for the proper running of the Computer System in Procurement Unit where appropriate.

· To make use of ICT in the performance of his duties.

· To carry out continuous and year-end stock taking accordingly. 
· To ensure that:                                                                                                

(i) records regarding purchase, supply and delivery of stock items are kept up-to-date; and

(ii) the level of stock is maintained and renewed.      

· To keep proper records for requisitions, quotations and purchase, etc and input on the Computerised System.    

· To be in charge of or to assist in the organization, supervision and management of warehouses in the Council.

· To perform such other duties directly related to the main duties listed above or related to the delivery of output and results expected from the Procurement and Supply Officer in the role ascribed to him according to his posting.

· The Procurement and Supply Officer may be required to take charge of the Procurement and Supply Section and in such cases, will be responsible for the smooth functioning of the Section.

· In case of a force majeure/public emergency, incumbents are required to be available to provide their services to ensure business continuity either through work from home, remote working, working online or work performed through any other IT system.

2. Qualifications   

·  The Candidate should possess a Diploma in Procurement and Supply Management or Purchasing and Supply Management

3. Experience

A. Selection will be made among Officers in the public sector and in the grade of:
1. Assistant Procurement and Supply Officers who reckon at least four years’ service in a substantive capacity in the grade; and      
1. Office Management Assistants in post and who reckon at least four years’ service in a substantive capacity in the grade.  
B.   Candidates should have:
(i) a good knowledge of policies, rules and regulations relating to procurement and supply in the public service;
(ii) knowledge of Procurement and Supply Management including basic principles in Procurement, Supply and Warehouse Operations, the provisions of the Public Procurement Act 2006 and the Financial Management Kit as well as their ability to apply them; and

C. Candidates should possess:
(i)  good communication and interpersonal skills; and
(ii) good analytical and problem-solving skills.
4. Salary

         Negotiable

Vacancy is opened for applicants of the Republic of Mauritius only
[bookmark: _Hlk135384222]Application form can be downloaded from the NPCC website www.npccmauritius.org or collected at the reception desk of the NPCC at below address:
3rd Floor, The Catalyst
Silicon Avenue, Cybercity
Ebene 72201
Application in any other format will not be accepted. Additional leaflets if required may be attached to the downloaded Application.
The closing date for submission of applications is Tuesday 15th September 2026 at 14:00
For any enquiry you may contact Mrs A Lebrasse / Mrs K Jeebun at contact@npccmauritius.com or on   467 77 00

The NPCC reserves the right not to make any appointment following this advertisement
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