
 

 

 

CAREER OPPORTUNITY – PROCUREMENT MANAGER  

Missions of Hope International (MOHI) is a Christian not for profit organization which works 
diligently to educate, empower, restore, and redeem disadvantaged children, families and 
communities to transform lives through hope of Christ. We are looking for a qualified and self-driven 
Procurement Manager.  

JOB DESCRIPTION 

 

Position:  Procurement Manager 

Reports to:  Director of Finance and Administration 

Supervises:        Procurement Officers 

Department:  Finance and Administration 

Grade: 

 

Overall Job Purpose 

The purpose of the job is to evaluate suppliers, negotiate vendor / supplier contracts, and review 
(inspect) vendor products for quality and suitability for use within the organization. 

 
Duties and Responsibilities: 

1. In liaison with the Director of Finance and Administration, determine the company’s purchasing 
needs and departmental specifications. 

2. Ensure procurement best practice is followed using the detailed guidelines provided in the SOP 
Procurement Manual. 

3. Receive and review procurement requests and initiate procurement procedures for raw 
materials, company equipment, supplies and services in a transparent manner both locally and 
internationally. 

4. Preparation of requests for quotations, initiations to bid, requests for proposals and co-
ordination of their timely dispatch. 

5. Conduct negotiations on contractual agreements with suppliers to ensure added value, lowest 
total cost while ensuring quality is not compromised. 

6. Ensuring filing, invoicing, record keeping, following up payments, order disbursements & 
distributions, responding to inquiries and quotations are done. 

7. Maintain appropriate records such as vendor quotes, purchasing requisitions, purchase orders 
and reports to ensure that the procurement process, decision, and contractual agreements are 
accurately documented for accountability and audit purposes. 

8. Assist in any internal and external audits and the maintenance of a running list of previous audit 
recommendations and the status of their implementation. 

9. Analyzing invoices against receiving reports before authorization of payment to suppliers and 
making follow ups to ensure suppliers are paid on time. 

10. Monitoring purchases of capital or recurrent expenditure against budget and usage of goods 
and services within the organization to ensure minimal expenditure. 



11. Attend and actively participate in procurement and tendering committee meetings. He will also 
make follow ups and ensure the committee’s resolutions are implemented. 

12. Maintain regular contact with contracted suppliers to monitor adherence to delivery period 
according to the terms of procurement manager 

13. Undertake market surveys and utilize available information from other institutions (i.e. PPOA 
etc.) to ensure the organization get the best prices for goods and services. 

 
Level of Education / Academic Qualification 
▪ Bachelor’s Degree in Supply Chain Management, Procurement, Economics, Finance, 

Operations, or a related area from a reputable institution. 
▪ Masters degree in procurement (is an added advantage) 
▪ Professional Certification in Supply Chain Management 
▪ Member of KISM , CIPS 

 
Competencies/Abilities/Skills Required 

• Must be a committed Christian, able to stand above denominational diversities 
▪ Familiarity with relevant legislative and regulatory requirements, as well as understanding of 

standard contractual terms and conditions to mitigate legal risk. 
▪ In-depth knowledge of sourcing and procurement principles and best practices. 
▪ Ability to negotiate, establish, and administer contracts 
▪ Aptitude in decision-making and working with numbers 
▪ Ability to multitask, prioritize, and manage time efficiently 
▪ Ability to work well with management and staff at all levels 
▪ Excellent record management skills 
▪ Be able to anticipate problems and provide solutions beforehand 
▪ Ability to uphold and respect procurement ethics and to conduct activities with integrity. 
▪ Ability to work under pressure 
▪ Excellent communication, presentation and analytical skills 
▪ Good interpersonal skills. 
▪ Demonstrate meticulous attention to detail 
▪ Extremely well organized and self-directed individual with sound technical skills, and analytical 

ability 
 
Relevant Work Experience 
▪ Must be currently in a managerial role for at least 2 years 
▪ At least 5 years of procurement or purchasing experience in a busy office. 

 

How to Apply:  

Detailed Job Description and requirements for this position is available on our Careers Page. 
Applicants are directed to fill our online application form available at MOHI Careers Page 
https://mohiafrica.org/careers/ and attach their application letters and CV on the same page. 
Deadline for applications is COB Wednesday 21st February 2024, early applications encouraged. 
Applicants who will not strictly follow the prescribed application procedure shall not be considered.  

Only short-listed candidates will be contacted. MOHI is an equal opportunity employer and does not 
charge any fees for staff recruitment processes. Any canvassing will lead to immediate  
disqualification.  

 


