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CARE South Sudan is an International NGO wotking in South Sudan. CARE and its partners work with
vulnerable communities to address the undetlying causes of poverty and promote peace and development,

through its strategic goal to reduce povetty by empowering women, enhancing access to tesoutces and
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Position: : BN ProcurementAssistant - B w e et <,

Department: : “Support . . , ) i !
Location: Juba L v
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Reports to: : Senior-procurement-offier. « «r . wiuiuwi i Sl wibind oo
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The Procurement Assistant (PA) will assist the Procurement Officer (PO) to ensure that goods
and services required to support program operations are supplied in a timely manner, of good
quality, and for the best overall cost. All procurement transactions are to be conducted in a
manner to provide best value and ‘within established bidding policies. CARE policies and
procedures are to be followed by the PA and any personal or organizational contlicts of
interest must be declared.
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SPECIFIC RESPONSIBILITIES:
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. Prepare payments for processmg and sends to Deputy Country Drrector Operatrons for
approval

Colléct GRNs : . cw mon wE mded Bk s
... Insure.allsupporting documentation is'attached: ... i v i S 5 S it i i 25
Keep copres for all-Tender documents & payments: that Procurement requrr €5, - o roeonre
" Follow up with vendors for delivery of goods and services. " S N
Performs a Varlety of pracurement admmrstratlve functions which include but are not
“limited to: filing of Purchase order copies (blue copy), ‘working closely with Log1st1c1an T
to ensure goods are delivered by vendors on time, creates and maintains various
databases (as required PSR).

e Takes minutes during sealed bids opening or when needed.
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]ob Respon31b111ty #2 Fﬂmg and Procurement Trackmg System

¢ " Assist the Procurément Department in maintaining the department filing 'sjz’st'e'm and” " T
C o aaeesoInaking scanned copies.and.insert it in the archiving falder for-electronic Storage:. .. tindini iz
- «Update - the Proecurement Status - -Report - (PSR} on:: dally basrs and ~hare w1th

procdrement officer for review as required " i
Pollow up. dally w1th the fmance department on payments effected to Vendors —
Job Responsibility #3: Summary Bid Analysis’
e Follow up on Procurement for CARE main Office
e Toprepare the SBAs; Auditand review the data entry and prepare draft recommendation
—~ o Coordinate with the requesters of the goods & or services and other bid committee
— members to finalize the results of the, SBA | L i o e sttt e
. Subrmt the . results to the Semor/Procurernent Ofﬁcer for rev1ew and apﬂroval e
]ob Responsrbﬂlty _#_4 Tender processmg
"' "Assist ‘the Procurement Officer in preparmg téender docurhents and releasing the ™
o mismistendersin thenewspapers: . SRS O N0 SOOR 15 SO .-~ B ot i
- o ~Follow up-on the bid opemng sessions: - o % e 4 G g g oo e

‘ . Conduct data entry for the recelved bids on the SBA sheet )
: o Review and. vahdate the. data entry prior to submlttmg it to. the. Procurement C)ffu:er .
" and partlcrfydte-m tender’ analysrs sessions and prepare minutes of the anelysna under
the supervision of the Procurement Officer
— o Assist the Procurement team in processing the purchase orders under the tenders;
sending order sheets and contracts to winning vendors and make confirmation of
receipt with the vendors
» Complete vetting and other forms & submit to Senior/Procurement Officer
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]ob Respons1b111ty #5 In The absence of the Procurement Off1cer _ e W
"7 e perform delegated tasks to cover same areas of resp0n51b111ty as the procurement" R
e sofficery althonghqo negotiation with-vendors orpurchase -agreement- approvad-« st
_e review active orders to determine delivery status

‘o follow up with vendors to assure prompi dehver‘y |
¢’ "communicate with staff concerning dehvery progress o '
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* perform delegated-procurement officer funct1ons as’ requ1red
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o Raise PO And dispatch it in case the procurement officer is absent orsick. . .

-

e Perform Other duties as.assigned. .. ... .nloo L Tl Ll L AT L
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» Bachelor Degree in Log15t1es and 1 Procurement W1th at least three years Worklng
expenences £ -
caw - Good * workinig © knowledge ™ of m‘ost' " comrnont " comiputetr’ * packages’ (MS—
s Word /Excel [PowerPoint LACCess). . 110 ol o i e e e S s e S
L.m _\Knowledge of local market condltlons and 51tuat10ns e
-a - Wide knowledge of the NGO operations: « « « =« wor oo me o0 ens et 0 e e e
- Verbal written commumcatlon and hstemng skﬂls coupled w1th excellent negotla’clons
. Experlenced in workmg ina mult1~cu1tura1 environment and respect for diversity.
= Ability to work under-pressure and respond positively to feedback and differing points
of view remaining calm and in control.
= Consistently approaches work with energy and a positive, constructive attitude.
» Demonstrates openness to change.
~ » Proficiency in English is required. Proficiency in Arabic preferred.
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"HOW'TO APPLY
“The position-will-be-based it Juba: This position’is' ONLY- open 6 Sétith Stidanese Nationals. 7 % ==
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Applications-and CVs should be delivered to: jobs. soethsudan@c-are org or Hand delivery to::
_CARE is an Equal _Opportumty Employer lpromotmg gender equn:y and dwersnty a,nc!
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women candldates are strongly encouraged to a,pply.
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