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Name:

| Location:

| Sheet# __

Responsibility:

Task Standards & Deliverables Goal / Objective Authority / Decision Level
1. Procurement Reviews contract demands and requisitionsto ensure the
Conducts the procurement adequacy of purchase descriptions and that datarelated to

of avariety of equipment
and suppliesin support of
the KH& SB

specification, inspection,delivery and conditions have
been provided as per purchasing guideline

Identifying the board’ s material needs and translate these
into appropriate material specifications as per purchasing
guideline

Review historical datato determine whether changing
conditions dictate a different method of purchase
Recommend substitutions additions or deletionsto
clients, based on knowledge of the communities and
servicesrequired, as per standards supported by the
Board

Contacts suppliers or manufacturers by telephone,
facsimile or in writing to discuss discrepancies between
goods ordered and received with aview to effecting
corrective action as per purchasing guideline

Maintains aquality control

TBD- terms of reference change

TBD- standards

P A

2. Develops
M ethodology, long term
planning process

ops procurement policies,procedures,methods and

systems
Develop and impl €
suppliersto address'and fesolve purchas

Provides guidelines for Computer inventory & purchase
of hardware & software
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3. General Administrative

Provides training and guidance to Board staff on
purchasing procedures

Coordinates bulk purchasing activities

Maintains contract filesas per purchasing guidelines

4. Handl es telephone or
written inquiriesfrom
clients, administration,
and the general public

Demonstrates a professional manner

*  Documentsall phone calls received as per log book
protocol

e Assertive, but not aggressive communication

*  Factual and empathetic

* Listenseffectively

5. Administers Contracts

Maintains contract files and listings
Establishes afollow up process to ensure contracts are
renewed as required and distribute monthly

* Carriesout audits to ensure contract paymentsarein

ith contracts established by the Board

procegures and presents for approval to Executive Director\

=

6. Maintains|nventory
Controls

Maintains iiformatjon on stock control anchaudits for”

Recommends capital purchases as defined in procedures

Sample 20/mth
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