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Save The Children

International Programs
ROLE PROFILE

	JOB TITLE:  Procurement Assistant for HAP project
Albania Country Office



	TEAM/PROGRAMME: HAP team 
	LOCATION:  Tirana with significant travel to the program areas

	GRADE:  
	POST TYPE: National

	Child Safeguarding: Level 3 - the responsibilities of the post may require the post holder to have regular contact with or access to children and/or young people.


	ROLE PURPOSE: Maintain effective procurement and logistic system, supporting the project to deliver objectives effectively and efficiently. 


	SCOPE OF ROLE: 

Reports to:  Manager of the HAP project
Country Dimensions: Save the Children works across Albania with a current staff complement of approximately 40 staff and current expenditure of approximately $4.5 million each year.

Staff directly reporting to this post: None

	KEY AREAS OF ACCOUNTABILITY:

Scope of the Assignment:

· Support the HAP Project in effective and efficient  procurement of project/office supplies and assets
· Prepare drafts of specific procurement documents, i.e. public calls, tender documents, terms of references, notifying the winner, drafting contracts,  etc. in close collaboration with the Procurement and logistics officer. 
· Assist the Procurement and logistics officer on keeping track, register and archive all documentation generated at all stages of the Procurement process and of the contract implementation;
· Collaborate with and support project technical officers (HAP staff and consultants) and have regular consultations with them in view of the preparation of specific procurement documents as well as for ensuring coherent planning procedures for procurement and contracting aspects of the work;
· Collaborate closely with the procurement and logistics officer in the preparation and updating of monthly procurement plans and contribute towards implementation of the planned procurement procedures

· Monitor progress of selected contract implementation to ensure that it abides by the stipulated standards, procedures and planned procurement timetable 

· Manage the proper distributions of procured supplies according to the rules of the HAP Center and it’s Manual of Operations and contribute to the monitoring of use of supplies by beneficiaries, 

· Ensure that project purchases are made in a timely and transparent manner and best value for money principal 

· Ensure procurement policies and procedures are followed at an optimal quality, complying with all procurement procedures according to the rules defined in the Manual of Operations of the HAP project and respecting the donor requirements
· Perform general clerical duties such as maintaining general files, and completing and processing standard purchasing forms

· Be in charge for keeping the updating of the project inventory

· Comply with and promote all Save the Children Global policies such as Child Safeguarding, Whistle blowing, Fraud, and Health and Safety

· Contribute to other administrative and logistics tasks if required during organization of workshops and other project activities
· Perform other duties as may be requested by HAP Manager



	SKILLS AND BEHAVIOURS (our Values in Practice)

Accountability:

· Holds self accountable for making decisions, managing resources efficiently, achieving and role modelling Save the Children values

· Holds the team and partners accountable to deliver on their responsibilities - giving them the freedom to deliver in the best way they see fit, providing the necessary development to improve performance and applying appropriate consequences when results are not achieved

Ambition:

· Sets ambitious and challenging goals for themselves (and their team), takes responsibility for their own personal development and encourages others to do the same

· Widely shares their personal vision for Save the Children, engages and motivates others

· Future oriented, thinks strategically

Collaboration:

· Builds and maintains effective relationships, with their team, colleagues, Members and external partners and supporters

· Values diversity, sees it as a source of competitive strength

· Approachable, good listener, easy to talk to

Creativity:

· Develops and encourages new and innovative solutions

· Willing to take disciplined risks

Integrity:

· Honest, encourages openness and transparency

	QUALIFICATIONS AND EXPERIENCE

· Bachelor degree on Management or Administration or relevant equivalent qualification with relevant experience in the field of procurement/logistic. 
· Communication skills both written and verbal in order to establish effective relationships with a wide variety of internal and external audiences.

· Good understanding of the Albanian market. 
· 5 years of experience in implementing procurement for different public and/or private organizations and/or technical cooperation projects. Extensive knowledge of procurement procedures and guidelines would be an asset.

· Previous experience in a logistic/administrative role.

· Strong attention to detail and organizational skills.

· Ability to work in a challenging environment.

· Solution focused with the ability to work under pressure, quickly and flexibly.

· Empathy with the values and objectives of SC and the Swiss Agency for Development and Cooperation.

· Good written and spoken Albanian and English language skill. 

· Computer literal and internet applications.



	Additional job responsibilities

The duties and responsibilities as set out above are not exhaustive and the role holder may be required to carry out additional duties within reasonableness of their level of skills and experience.

	Equal Opportunities 

The role holder is required to carry out the duties in accordance with the SCI Equal Opportunities and Diversity policies and procedures.

	Child Safeguarding:

We need to keep children safe so our selection process, which includes rigorous background checks, reflects our commitment to the protection of children from abuse.

	Health and Safety

The role holder is required to carry out the duties in accordance with SCI Health and Safety policies and procedures.
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