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Job Vacancy
Position Title Procurement Officer
Direct Supervisor Procurement Supervisor
Department Supply Chain
Job Location Khormor — Kurdistan region of Iraq

Job Reference: PO/SC/Nov /19

Job Summary and Scope of Responsibilities

MAJOR FUNCTIONS

Handle a wide and complex variety of procurement duties related to material and equipment purchases. The
role requires a good technical and commercial experience in order to be able to perform purchasing activities
from local and international sources.

Primary Duties and Responsibilities

ESSENTIAL FUNCTIONS
1. Focal point to receive Materials and Service Requests (MR), conducting procurement functions in response,
following all company policy and requirements.

2. Carry out procurement function in a professional and ethical manner ensuring that all Materials Requests
and deadlines are met in line with defined work-scopes and time lines.

3. Ensure all procurement activities fully comply with company’s Code of Business Conduct.

4. Compile Procurement/MR documents, obtain relevant approval, and coordinate with
Warehouse/Inventory Control and Supply Chain & Contracts Manager to decide on procurement.

5. Issue RFQs, bid tabulation, bid clarification, Negotiate price and delivery for the procurement of materials
and award purchase orders for the supply of materials under approval with Procurement Supervisor

/Supply Chain Manager.

6. Record progress on Procurement Status Report (PSR), update the relevant status in established platform
form.

7. MR management including liaison with Sharjah SCM and expediting.

8. Discuss with Procurement Supervisor/SCM Manager and suppliers on performance issues and providing
feedback.

9. Maintain purchase order records.

10. Upon delivery and completion of Purchase Order, close out purchase order files and archive documents
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under coordination with Inventory Controller/SCM Information System Supervisor.

11. Facilitate communication with end-user departments, allied disciplines and functions on procurement
activities.

12. Provide support and guidance to Procurement Officer Trainees and assist with their development.
13. Local Vendor development and conducting due diligence to identify potential local source of supply.

14. Provide support and technical assistance to other members of the Supply Chain Team such as Warehouse
and Inventory Control.

15. Liaison with Inventory Control / Warehouse to resolve any Supplier issues, such as OS and D’s
(Overages/Shortages and Damage Reports).

16. Assist with the resolution of Supplier invoice queries.
Reporting and Communication
Would be working closely with Supply Chain Team (i.e. Supply Chain & Contracts Manager, Procurement

Supervisor, SCM Team Sharjah, Sr. Supervisor., Warehouse Supervisor, End-user Departments, Account
Payable, Suppliers, and Contractors).

Decision—making Authority

Will be DOA for Procurement Supervisor, when required.

Working and Other Reporting Relationships

Procurement Supervisor/ Supply Chain & Contracts Manager Frequent/daily

Supervisory Responsibility

Supervise Trainee Procurement Officers, and must be capable and willing to mentor others

Minimum Educational, Technical Qualifications/Certifications Required

Bachelor’s degree / Diploma certification preferably in related discipline.

Minimum Professional Experience Required

Minimum (2) years’ experience as Procurement Officers in an Oil & Gas industry.

Special Requirements and Conditions

Excellent interpersonal skills, works well with others, is courteous and understanding of other cultures.

Competencies/Knowledge, Skills and Abilities

Core Competencies

Behavioral Competencies

Functional Competencies

e Excellent proficiency in Excel
and Word.

e Excellent communication
(written & verbal skills) in
English.

e Commitment to continuous
learning

o Excellent understanding of the
company business

o Self —motivated

o Ability to meet deadlines

o Knowledge sharing

o Ability to deal with individuals from
various educational and ethnic
backgrounds

e Team worker

e Making appropriate decisions with
minimum supervision

o Ability to demonstrate honesty,
integrity and confidentiality

o Flexibility

e Alertness and attention to details

Analytical skills

e Handle a wide and complex

e Be able to perform purchasing

variety of procurement duties
related to material and
equipment purchases.

activities from local and
international sources Extensive
knowledge in projects, project
planning execution and critical
paths / float.

OR

Please submit your CV to our office addresses as below, no later
than 23 November 2019:

1- Erbil, Gulan Park Tower, Floor 5.
2- Sulaymaniyah, Qaiwan Tower, Floor 16™.

e-Mail it to us at: jobs_cpdg@crescent.ae (Kindly mention in the
Subject of your E-mail the Job title and Job reference which is
Procurement Officer, Ref: PO/SC/Nov/19)
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