DUTIES FOR THE POST OF PROCUREMENT AND SUPPLY EXECUTIVE
	1
	To assist in the day to day running of the department 

	2
	To participate in the implementation of sound procurement procedures and processes and ensure that all procurement are made in a most efficient manner

	3
	To liaise with other departments to prepare a consolidated annual procurement plan for the Authority

	4
	To prepare bidding documents with the assistance of user departments  as per rules and regulations and to arrange for the launching of bids

	  5
	To ensure the proper follow up of all procurements until finalisation

	6
	To assist in the management of procurement IT systems and ensure that the required IT System is in place

	7
	To participate in the monitoring of purchasing contracts.

	8
	To prepare reports for submission to relevant Authorities

	9
	To assist in the management of stores of the Authority and to advise on the ordering  and holding practices

	10
	To liaise with the stores section in ensuring that goods are received on a timely basis 

	11
	To ensure that required approvals for procurement are obtained from authorised levels as laid down in internal rules and regulations.

	12
	To maintain a list of registered suppliers

	13
	To assist and monitor the evaluation of bids

	14
	To assist in the implementation of the Performance Management System

	15
	To coach, guide and mentor junior staff in the department.

	16
	To play an active role in promoting safety and security at the MPA

	17
	To adhere to and promote MPA’s corporate values

	18
	To contribute to the enhancement of the Port Environment


