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Telegrams.:  “SECOMS"







     CIVIL SERVICE COMMISSION
Telephone:    404 2601/2







     P.O. Box 158

     404 9051/4







     Interministerial Building
Fax:
     404 9053






                        Mbabane











     eSwatini






Vacancy
PROCUREMENT OFFICER
Applications are invited from qualified candidates for appointment to the above post in the Civil Service tenable in the Ministry of Health.

QUALIFICATIONS 
The candidate must have all of the following qualifications.
· Bachelor’s Degree in Procurement Management, Supply Chain Management or equivalent Degree in Procurement Management.
· Diploma in Chartered Institute in Purchasing and Supply (CIPS – LEVEL 4) is a must over and above the Bachelor’s Degree qualifications.
· At least two (2) years proven work experience in procurement, Supply Chain Management.
· Excellent analytical and problem-solving abilities.
· Knowledge in using procurement software or any other data analysis tool.
· Strong negotiation and communication skills.
DUTIES/RESPONSIBILITIES

· To efficiently administer all designated procurement activities of the Procuring Unit in strict compliance with the Legal requirements while adopting best practise in public procurement.
· To assist in preparation of individual procurement plans for the designated procurement activities.
· To verify cost estimates for designated procurement are within budget.
· To assist in preparation of simple invitation documents (requests for quotations documents, tendering documents).  Tender Evaluation Reports and draft contracts and orders.
· To assist in the closing and opening of tenders when required.

· To assist in simple evaluations of quotations and bids and preparing evaluation reports.

· To assist in negotiations with suppliers.
· To assist in contract administration to ensure delivery of good/services is in accordance with contract terms and end user requirement.

· To check invoices for payment in accordance with contract terms following government legal requirements.
· To deploy good interpersonal skills to assist in the achievement of high level of interdepartmental liaison and co-operation in order to achieve efficient operations of the Procurement Unit.
· To contribute in the preparation of departmental reports for the Senior Ministry officials.

· To contribute fully to maintaining effective team work and discipline in the Procurement unit in order to promote sound working relationships and productivity.

· To ensure the suitable accuracy, correctness and confidentiality of all documents produces and issued accordance with legal requirements, including good procurement practise and current government procurement procedures. 

· To perform any other official duties that may be assigned by the immediate Supervisor and/or Head of Department.

SALARY

The basic salary is on Grade C5: E192, 250 rising to E216, 381 per annum.

APPLICATION PROCESS

Hand deliver your application letter together with your Curriculum Vitae, ID, O’Level and certified copies of Tertiary Qualifications to the Executive Secretary, Civil Service Commission Office No: 4.  Foreign qualifications must be verified by the Eswatini Qualifications Authority (Education).  Candidate who do not possess the above qualifications should not apply as their applications will not be considered.
NB:

If you do not receive a response in a month’s time, it would mean that your application was not successful
CLOSING DATE: …03RD APRIL, 2025
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