Transforming Lives, Empowering Communities!

» Public Procurement Officer (GMG/AM 3), Headquarters

Job Purpose:

Under the general supervision of the Senior Public Procurement Officer, the Public
Procurement Officer is responsible for providing procurement services to the Jamaica Library
Service (JLS), by sourcing, evaluating and contracting suppliers of goods, works, and
services. The incumbent will ensure that all procurements conducted are in accordance with
the Government of Jamaica Procurement Guidelines and Procedures (Public Procurement Act
2015).

Key Responsibility Areas:
Technical/Professional Responsibilities:

e Assists in the planning, and organizing of the solicitation process including preparing and
issuing requests for quotations (RFQ), requests for information (RFI), requests for
expression of interest (RFEI), requests for proposals (RFP), and developing bid
evaluation criteria in keeping with GOJ Guidelines;

e Verifies that Tax Compliance Certificate (TCC), General Consumption Tax (GCT) of
suppliers where necessary;

e Evaluates prices, specifications and delivery dates in order to determine the best bid
among potential suppliers;

e Facilitates bidder debriefings, exercising appropriate judgement and tact while ensuring
the protection of confidential information;

e Analyses, negotiates and prepares contracts, ensuring appropriate terms and conditions
are included to protect the interests of the JLS;

e Monitors and reviews progress of contracts, coordinates renewals, as appropriate, reviews
and approves invoices for payment, and resolves any problems that may arise;

e Collects goods/items and check to ensure that the right quality and quantity of goods are
received as per the purchase order and according to specification;

e Prepares advertisements inviting bids and Procurement Notices and arranges to have
these published both locally and internationally;

e Facilitates the JLS audit by providing up-to-date and accurate reports;

e Prepares and submits evaluation reports to the JLS Procurement Committees;

e Liaises with the JLS stakeholders (Divisions, Regions and Units) for the purpose of
providing advice and guidance on procurement related matters;



Processes invoices for payment of suppliers and liaises with Accounts, contractors and
suppliers to ensure payment;

Prepares quarterly reports for the Office of the Contractor General,

Performs other related duties that may be assigned by the Senior Procurement Officer.

Performance Standards:

The bid solicitation process is comprehensively and timely planned, organized according
to governing guidelines and benefits the Agency’s interest;

Tax Compliance Certificate and General Consumption Tax and other information for
supplies meticulously verified to minimize/eliminate issues;

Bidder debriefings efficiently and timely facilitated and compliant with all governing
procurement guidelines;

Reports are comprehensive, accurate and prepared and submitted in a timely manner;
Records and files relating to sourcing, evaluation and award of contracts are complete,
accurate and current;

All other Procurement activities are conducted in a timely manner and in accordance with
established policies, procedures and regulations;

Timely and competent advice and assistance is given to suppliers and end users;
Performance of contracted suppliers are monitored to ensure compliance with contract
terms and conditions;

Payment vouchers prepared and submitted in a timely manner and follow-up action taken
where necessary;

Effective working relationships with co-workers, suppliers and the public achieved and
maintained.

Required Competencies:

Core:

Ability to establish and maintain effective working relationships with other employees,
vendors and the public

Ability to communicate effectively orally and in writing

High levels of professionalism and integrity

Attention to detail and accuracy

Ability to organize work and utilize good time management techniques to meet critical
deadlines
Ability to work with tight deadlines and deliver exceptional results

Capable of working independently and with minimum supervision
Good problem solving skills

Technical:

Knowledge of the Government of Jamaica’s Public Sector Procurement Policy and
Procedures
Knowledge of the Financial Administration and Audit (FAA) Act



e Ability to interpret and apply Government’s procurement policies and procedures

e Ability to develop and establish criteria for the evaluation of bids and proposals

e Ability to prepare invitations to bid and requests for proposals

e Ability to analyze/evaluate bids and quotes and come to sound, well-reasoned conclusions
e Proficiency in Microsoft Office Suite and other programme applications

Minimum Required Education and Experience:

e Diploma in Business Administration or Management Studies * Sound knowledge in
Government Procurement Procedures and Financial Regulations

e Minimum of three (3) years’ experience in Procurement/Administration or related
working experience

OR

e Certificate in Public Administration

e Sound knowledge in Government Procurement Procedures and Financial Regulations
e Minimum of four (4) years’ experience in Procurement

OR

e MIND certification in Procurement and Supplies Management
e Minimum of three (3) years’ experience in Procurement

e Minimum of two (2) years’ experience in Administration

Salary Scale: $2,190,302.00 p.a. to $2,945,712.00 p.a.



