RED LANDS ROSES SEZ PLC

JOB DESCRIPTION

Revision Date: January 2025
I.
 INDIVIDUAL PARTICULARS
Name of Job Holder:  

Job Title: 
PROCUREMENT SPECIALIST
Department:
FINANCE 

II. PLACE IN THE ORGANIZATION 
Reports to Administration and Finance Manager (DAF), C.F.O and in their absence to the person appointed to act in their authority.  
Laterally interacts with C.F.O, all managers, and storekeepers
III. MAIN PURPOSE OF THE JOB 

i.) Coordinate efficient international and local procurement of goods and services both in quantity and quality and within approved budget provisions and without incurring any penalties or demurrage costs.
ii.) Negotiates competitive prices.
iii.) No penalties due to non-compliant suppliers and failure to adhere to regulatory requirements pertaining to trade.
IV. FIELD OF RESPONSIBILITIES
1. Maintain an update the supplier’s database at all times particularly in terms of prices of all goods and equipment ordinarily and frequently required by the Company in liaison with the approved suppliers local or from abroad. 
2. Maintain an updated price list and negotiate for competitive prices and discounts.
3. Ensure that procurements are made to companies which are duly registered with NEMA, PCPB and other regulatory bodies.
4. Ensure all suppliers used by the company have valid licenses being ETR, VAT and other regulatory requirements.
5. Ensure that LPOs are processed for goods or services supported by duly complete purchase requisitions and that these requisitions are fully signed by Departmental Managers, budget verification done by DAF, and finally signed by the C.E.O or C.F.O in the absence of C.E.O.

6. Obtain at least three competitive quotations for presentation to DAF and the C.F.O for approval before purchase.

7. Performs analysis of goods, services as per the requests from the managers, CFO, CEO

8. Forwards the LPO to suppliers by email and distribute one copy to the driver for collection of the goods when available. Make sure store’s and accounts copies are handed over to them same day copy filed accordingly. Inform respective managers accordingly. 

9. Follow up on delivery of goods approved within the limit of the dates indicated in the LPO and report constraining factors immediately to the management staff.
10. Give regular verbal feedback on status of requisitioned purchases to the respective Heads of department on a daily basis. 
11. Maintain good relations with suppliers while at the same time desist from seeking or accepting any presents, favors or loans from the suppliers.
12. In case of Import Purchase Order, make a copy of the LPO together with pro-forma invoice, obtain an Import Declaration Form and other relevant documents.
13. After safe receipt of imported goods, inform the supplier of the same commenting of success or challenges faced during the import process.

14. Control of office administration expenses in line with the departmental budget. 
15. Ensure cost control of stationery purchased in the department and the use of the photocopier machine.
16. Co-ordinate with relevant departmental manager through DAF to have staffs to off-load container loads of imported goods, chemicals and fertilizers.  
17. Co-ordinate deliveries to ensure such is done before 4 p.m. daily and noon on Saturday and keep the storekeepers informed of expected deliveries daily update the user departments on the deliveries.
18. Inspect goods delivered with the storekeepers and user departments to ensure that goods delivered are within the required quality and quantity, specifications of the initial order and that any goods falling short of such specifications are either rejected or returned and a credit note issued accordingly.
19. Inform the supplier immediately in writing in case of deficiencies noted and copy DAF of the user department manager.
20. Participate in stock takes when required. 
21. Coordinate with certification officer and arrange for disposal of waste and proper disposal of used chemical containers and file the approved gate pass appropriately.
22. Participate in the implementation of the Company Health, Safety & Environment policy and participate actively in monthly meetings of Health & Safety committee. 
23. Participate in standards audit and support the team.
24. Assist DAF in the preparation of the annual departmental budget and provide all information needed to prepare the budget in good time and needs of the company. 
25. Participate in review of Purchase procedures to be line with current practices in the company to support any changes of work and compliment the requirements of all the codes of practices and participate in communicating this to all employees through internal training and meetings organised by the company.

26. You may be called from time to time to attend committee meetings held regularly and take minutes of such meetings.

27. Maintain at all times an atmosphere of professional and work ethics in the office and ensuring acceptable behaviour by staff and avoid of use of unofficial languages. Maintain confidentiality of official matters at all times as required by the Company Policy and professional ethics. 

28. Familiarize yourself with other duties carried out by staff members so as to take over when one is proceeding on leave.
29. Coordinate with Accounts and Stores to maintain uniformity of the item code list in SUN Business.
30. Ensure TREO records are up to date and follow up on the pending C56 to ensure the reconciliations are done on time to avoid any penalty.
31. Proper filling and scanning of TREO, imports and suppliers agreements
32. You may be called from time to time to carry out other work not mentioned in this JD.
33. The management reserves the right to review or change this JD from time to time without notice.
V. KEY RESULTS AREAS 
i.) Efficient, reliable and transparent purchase process.

ii.) Negotiates and obtains competitive prices and discounts.

iii.) Ensures adequate supply of sensitive inputs i.e. boxes, sleeves, chemicals, fertilizers etc.

iv.) No penalties either due to non-compliant suppliers, TREO applications or failure to obtain due authorization of documentation.
v.) Communicates regularly on intra-mail on purchase processes.
vi.) Accurate and timely weekly.
vii.) Highest standards of housekeeping are maintained.
VI. CONTACTS ARISING FROM THE JOB 

Within the Organization


· Executive Directors, CEO, CFO, DAF, Line Managers (Post Harvest, IPM Manager, Maintenance Manager, Production Manager, Senior Supervisor and Export Manager) Supervisors, Shop Stewards, General Labour force, 

Outside the Organization

· Suppliers, KRA Officials, KEPHIS, Shipping Agent, Legal Service Providers, Insurance service providers, auditors from international and local labelling organization such as KFC, MPS, FFP, social partners and neighbours. 

VII. JOB SPECIFICATION & RELATED INFORMATION TO THE JOB 

a)  
Qualification: BSc in Business Administration or Dip. In Purchasing

b)
Key skills and qualities. High integrity, good communication and reporting skills, Computer literate, good negotiation skills, self-driven and result oriented. Conversant with importation rules and regulations.

c) Annual Budget:
Assist DAF in the implementation, monitoring and maintain the Annual Budget as approved by the Board of Directors 

d) Special work environment (work hazards). – HS Code, KEBS standards, HR & Purchase procedures, Labour Laws, CBA, Health safety and Environmental Policy, Gender policy and RLR internal rules and regulations. 
If you meet the above conditions, please send your CV and a cover letter to jobs@redlandsroses.co.ke. With the reference ‘PROCUREMENT OFFICER’ by 31st January 2025
RED LANDS ROSES PLC is an equal opportunity employer.
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