LTS

PORTOF SPAIN SHOPPING
O COMPLEX LIMITED

VACANCY: SHORT-TERM EMPLOYMENT 6 MONTHS

Job Title : SENIOR PROCUREMENT OFFICER

Reports To: Accounting Officer

Location : POSSCL Head Office: 41 Independence Square, Port of Spain
Background :

Port of Spain Shopping Complex Limited (POSSCL) is a state enterprise under the purview of the
Ministry of Housing and Urban Development with the responsibility of managing what was
formerly New City Mall, located at 41 Independence Square and Eastside Plaza, located at 32
Charlotte Street. POSSCL is charged with the responsibility of nurturing the entrepreneurial spirit
among the residents of East Port of Spain and ultimately contributing to the improvement in their
standard of living. Using a business incubator model, the company offers subsidized commercial
rental spaces as well as a suite of business support services for a predetermined period all geared
towards the growth and development of the businesses located within its walls.

POSITION SCOPE:

The Senior Procurement Officer supports the ‘Named’ Accounting Officer, ensuring that all
procurement and disposal of public property efforts are performed in compliance with objects of
the Public Procurement and Disposal of Public Property Act 2015, as amended. The Senior
Procurement Officer is responsible for the management of the procurement and disposal efforts
related to the high risk/high value categories of goods, works and services, and for monitoring of
the procurement and disposal functions for low risk/low value items.

KEY DUTIES AND RESPONSIBILITIES:

» PROCUREMENT PLANNING
> Liaises with the Requesting Managers to validate risk assessments for each
category of expenditure or disposals and make recommendations for necessary
adjustments.



» Assesses assigned categories/segments and consults with the Requesting Managers

to ensure procurement objectives and strategies are aligned with
programmatic/service delivery/project priorities.

» Development of the Annual Procurement Plan.

>

Provides the ‘Named’ Accounting Officer with feedback on the operational utility
of the approved Handbook and/or special guidelines and recommends
improvements.

» PROCUREMENT MANGEMENT

Management of significant procurement and disposal actions

>
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Reviews significant procurement strategies to ensure (a) consistency with category
level strategy, (2) that they are well reasoned and based on soundly researched
evidence; and (3) that they address all elements required in the Procurement
handbook;

Development and maintenance of an efficient filing system that ensures that
procurement, disposal and contract management records are maintained and readily
available, including to Internal Audit and to the OPR;

Development of standard procurement documents;

Development of internal policies and procedures to improve integrity, efficiency
and effectiveness of the functions;

Ensures that the budget for the acquisition has been confirmed prior to the
commencement of a solicitation process;

Leads cross-functional teams as appropriate, for the performance of the
procurement function from demand management, preparation of solicitation
documents, inviting, receiving and evaluating of submissions, negotiation, award
and management of contracts; as appropriate, sourcing, contracting, transactional
purchasing, supplier management and miscellaneous internal procurement support
activities and disposal of public property;

Submits relevant procurement and disposal strategies to the ‘Named’ Accounting
Officer for consideration;

Ensures that all conditions necessary for a disposal are in place before approaching
the market;

Solicits bids/offers from the supply market in a manner determined in the
procurement strategy;

Ensures that contractual documents reflecting the terms and conditions of the
approved contract award or disposal are finalised with the legal officer;

Reviews close-out report completed by the Manager and ensures that the report is
placed on the file.

Management of low value / low risk procurement actions

>
>

Develops procurement strategy for low value / low risk procurement actions;
Reviews procurement strategy to determine at (1) it is consistent with the category
level strategy; (2) it is well reasoned and based on sound evidence; and (3) that it
addresses all elements required in the handbook;

Develop report and recommendations for contract award or disposal.



Submits file to the ‘Named’ Accounting Officer for review and approval once all
criteria are met;

Assists in the issuance of Standstill Period notices to bidders and in the observance
of the Standstill Period;

Preparation of monthly management reports;

Monitoring contract execution.
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POSITION SPECIFICATION:
> EDUCATION e First Degree in Management or a related field
e Chartered Institute of Purchasing and Supply (CIPS) Level 5, or
equivalent supply chain management certification

» EXPERIENCE e A minimum of three (3) years related work experience

A suitable combination of qualifications and experience will be considered.

> ESSENTIAL e Knowledge of procurement methods and procedures, laws, rules
SKILLS/ and regulations governing public procurement and the purchasing
ATTRIBUTES of items from local and foreign sources

e Ability to administer the entire procurement process, including
developing and issuing of bidding documents, tenders procedures,
evaluation of bids, negotiation and monitoring of contracts

e Ability to function with a high level of professionalism when
interacting with external and internal clients

e Ability to “sell” procurement’s value

e Strong Communication Skills, both verbal and ‘listening skills’
to get the ‘voice of the internal customer’

e Interpersonal Skills

e Team Building Skills

e Organising Skills

Time Management Skills

Analytical Skills

Confidentiality

Dependability

Trustworthiness

Flexibility

Ability to manage change

A positive attitude



Applications are to be submitted by Friday 21st May 2025 via posscl@gov.tt or can be
delivered at 41 Independence Square (formerly New City Mall), Port of Spain with subject:
SENIOR PROCUREMENT OFFICER VACANCY. Late submissions shall not be
considered.


mailto:posscl@gov.tt

	Job Title  : Senior Procurement Officer

