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MINISTRY OF LABOUR AND SOCIAL SECURITY
LOCAL OFFICES 
JOB DESCRIPTION AND SPECIFICATION


	JOB TITLE:
	Senior Public Procurement Officer

	BRANCH:
	Procurement

	SECTION:
	National Insurance Investment Secretariat

	REPORTS TO:
	Principal Director, NIIS

	MANAGES:
	N/A	

	MANAGES INDIRECTLY:
	N/A




This document is validated as an accurate and true description of the job as signified below


_____________________________________                                              ________________________
Employee                                                                                                                          Date


________________________________                                                          ________________________
Head of Department/Division                                                                                            Date


_____________________________________                                                ________________________
Date received in Human Resource Division                                                                     Date 





1. STRATEGIC OBJECTIVES OF THE BRANCH:
· To develop, implement, and manage a strategic procurement framework that ensures all goods, services, and works required for the National Insurance Fund's (NIF) investment operations are acquired in a manner that is transparent, cost-effective, and in strict compliance with the Government of Jamaica (GOJ) Procurement Guidelines, the FAA Act, and public investment policies, thereby safeguarding the Fund's assets and ensuring value for money.
· To manage the entire procurement lifecycle—from needs identification and market analysis through to contract management and close-out—ensuring that all processes are executed with the highest degree of integrity, efficiency, and fairness. This includes coordinating robust tender evaluations, managing supplier performance, and maintaining impeccable audit-ready documentation for all procurement activities.
· To serve as the principal advisor on all procurement matters to the NIF's senior leadership and departmental heads, providing expert guidance on procurement strategy, policy, and compliance. This includes developing and updating the annual procurement plan in alignment with the NIF's strategic objectives and budgetary allocations, and facilitating training to build procurement compliance capacity across all departments.
· To monitor and maintain contacts within the commodity and service markets to keep abreast of price movements, technological advancements, and best practices. This involves managing supplier relationships to ensure reliability and high performance, and leveraging market intelligence to ensure that all NIF procurement is conducted in the most efficient, innovative, and economical manner possible.

1. JOB PURPOSE

Under the direct supervision of the Principal Director of the National Insurance Investment Secretariat, the Senior Public Procurement Officer has the critical responsibility to ensure that all goods, services, and works required for the NIF's extensive investment operations and administrative functions are procured and delivered in accordance with Government of Jamaica (GOJ) policies and procedures. The incumbent manages the entire procurement cycle, from strategic planning to contract management, ensuring that all acquisitions provide value for money, are conducted with integrity, and can withstand the highest levels of audit scrutiny.
 
1. KEY OUTPUTS

· Develops, implements, and updates the annual procurement plan in consultation with all NIF departments, ensuring alignment with budgetary allocations and strategic investment objectives.
· Plans, organizes, and directs the work of the Procurement Unit, ensuring that all activities conform to the FAA Act and GOJ Procurement Guidelines.
· Represents the Secretariat at Procurement Committee meetings, conferences, and seminars.
· Monitors and ensures that effective and up-to-date procurement records are maintained for all transactions.
· Manages the quality assurance efforts of the Unit to ensure all procurement actions are executed with propriety, transparency, and fairness.
· Reports prepared
· Staff needs identified and addressed
· Staff evaluated and appraised 
· Policies reviewed and recommendations made 
· Recommendations made
· Guidance/Advice provided
· Information disseminated                                                                                                                                                                         

1. Technical/Professional Responsibilities
· Manages the entire procurement cycle for complex and high-value acquisitions, from the identification of needs through to contract award and contract management/close-out.
· Prepares and issues all solicitation documents (e.g., Request for Proposals, Invitations to Bid) in keeping with GOJ guidelines.
· Coordinates and chairs tender processes, including pre-bid meetings, tender openings, and bid evaluations, and prepares robust recommendations for award.
· Coordinates with the Finance Division to ensure timely payments are made in line with contractual obligations.
· Manages, monitors and controls the procurement of goods and service and ensures that the objectives and basic principles of procurements guidelines and procedures and complied with.
· Monitor and/or Prepares and issues all solicitation documents (Request for Quotations, Requests for Proposals, Invitations to Bid, etc.) in keeping with GOJ guidelines.
· Monitor the Drafting of and/or drafting the evaluation criteria, tender notices, bidding documents, and contract templates in accordance with the Procurement Act and Handbook.
· Ensures completeness and accuracy of all procurement files and documentation for audit and compliance purposes.
· Procures goods and services on a competitive basis without compromising quality and ensures proper storage
· Monitors the issuing of purchase orders and follows up for receipt/delivery of goods and /or services.
· Prepares Budget for the Unit.
· Certifies all invoices, payment orders and commitment vouchers prior to submitting to the Finance and Accounts Division.
· Acquires clearance letter from N.I.S and National Housing Trust and Tax Compliance Certificate from the collector of Taxes for the Ministry of Labour and Social Security to be exempted from these taxes.
· Ensures that funds are allocated to meet the expenditure for goods prior to placement of orders and ensures that the procurement practices conform to procurement guidelines of the FAA Act.
· Monitors and maintains contacts in the commodity market to keep abreast of price movements, technological improvement and changes to ensure that orders for supplies are procured in the most efficient and economic manner.
· Informs the relevant offices of changes in the Government Procurement Guidelines and Procedures and ensure implementation is effected within the Ministry of Labour and Social Security.
· Liaises with representatives of finding agencies and Government Departments on matters relating to purchases and external payments for goods to ensure that established guidelines, rules and regulations are adhered to.
· Assists Senor Directors in developing guidelines for establishing priorities in the allocations of resources.
· Liaises with customs brokers to ensure that imported goods are cleared from wharves and airports in time and accordance with established Government Regulations.
· Prepares and submits reports to the Ministry of Finance and Planning for all goods purchased by the Ministry of Labour and Social Security/National Insurance Investment Secretariat inclusive of cost and locations supplied.
· Monitors orders and re-orders levels to minimize incidence of extravagance and waste.
· Monitors the performance of suppliers and contractors to ensure that goods, works, and services are delivered on time, within budget, and in accordance with contract terms.
· Ensures timely preparation of variation orders, contract amendments, extensions, and terminations in keeping with GOJ rules.
· Coordinates with Finance to ensure timely payments in line with contractual obligations.
· Maintains a supplier performance database and reports recurring issues.
· Oversee the preparation and/or Prepares and submits mandatory quarterly/annual procurement reports to the MOF and PPC.
· Maintains updated procurement records, registers, and reports for audits.

1. Administrative Responsibilities

· Provides advice to the Director, Administration and Property Management , other Directors and Managers on procurement policies and procedures
· Participates in the operational plan and work programmes
· Advises the Director, Administration and Property Management of suppliers reliability/ suitability and performance
· Attends meetings of Procurement Committee
· Represents the Ministry at Conferences, Workshops and Seminars
· Monitors and ensures that effective and up to date procurement records are maintained.
· Monitors and ensures that procurement practices conform to the Financial Audit Act (FAA) and Government Procurement Guidelines.
· Monitors and maintains an inventory listing of all equipment brought within the Ministry.
· Acts as purchasing agent on behalf of the Ministry of Labour and Social Security as well as local funded projects.
· Prepares/ Reviews policies and procedures for Parish Offices and Agencies
· Evaluates the performances of the Procurement Process along with Director, Administration and Property Management and Committee members.
· Develops and updates the annual procurement plan in consultation with all NIF departments, ensuring alignment with budgetary allocations and strategic objectives.
· Consolidates departmental procurement needs, prepares forecasts, and submits procurement plans to the Ministry of Finance & the Public Procurement Commission (PPC) as required.
· Manages the entire procurement cycle, from identification of needs through to contract award and contract management/close-out.
· Coordinates tender processes including pre-bid meetings, tender openings, bid evaluations, and recommendations for award.
· Prepares evaluation reports and submissions to the Procurement Committee/Contracts Committee.
· Chairs tender opening exercises conducted at the Ministry if requested

1. Human Resource Responsibilities 
· Monitor and evaluates the performances of direct reports, prepares performance appraisals and recommend and/or indicates corrective actions where necessary to improve performance and/or attaining established personal and/or organizational goals.
· Participates in the recruitment of staff for the Division/Unit and recommends transfer, promotions, terminations and leave in accordance with established human resource policies and procedures.
· Provides leadership and guidance to direct reports through effective planning, delegation, communication, training, monitoring and coaching.
· Ensure the welfare and development needs of skill in the Division/Unit are clearly identified and addressed.
· Establishes and maintains a system that fosters a culture of teamwork, employee empowerment and commitment to the Division’s and organizations goals.
· Participates in the evaluation of tenders
· Provides and or facilitate the training and guidance to NIF staff across departments on procurement planning and compliance.
· Any other duties assigned as directed by the Director, Administration and Property Management.

1. Other Responsibilities

· Performs other related duties as assigned by the Ministry of Labour and Social Security/National Insurance Investment Secretariat.

1. PERFORMANCE STANDARDS

· The Annual Procurement Plan is prepared in the correct format, fully aligned with the NIF's strategic objectives, and submitted to the PPC for approval within the required timeline.
· 100% of all procurement activities are conducted in strict accordance with the GOJ FAA Act and Procurement Guidelines, resulting in zero valid challenges from bidders or adverse findings from audits.
· Procurement records and files are 100% complete, accurate, and maintained in a manner that passes all internal and external audits with no major findings.
· Evaluation reports are comprehensive, impartial, and provide a clear, justifiable basis for recommendations.
· Submissions to the Procurement Committee are accurate and lead to timely decision-making.
· All contracts are actively managed. A supplier performance database is maintained, and reports on recurring issues are submitted to the Principal Director quarterly. 95% of goods and services are delivered on time and within budget.
· Confidentiality and integrity are exercised in the performance of duties
· Recommendations/Advice are sound and are in accordance with established guidelines
· Findings are accurate and supported with audit evidence
· Welfare of staff is clearly identified and addressed
· Performance appraisals completed on time; training needs identified annually

1. INTERNAL AND EXTERNAL CONTACTS 

Internal Contacts 

	Contact (Title)
	Purpose of Communication 

	Principal Director, NIF Secretariat
	To receive direction and provide expert advice on all procurement matters.

	Directors and Managers of other NIF Departments
	For consultation on procurement needs, forecasting, and contract management.

	Management and Staff of the Investment Secretariat
	To conduct audits, gather information, and discuss findings and recommendations.

	Finance and Accounts Division
	To provide information for the preparation of payments and reconciliation of accounts.

	Internal Audit
	To facilitate audits and respond to queries.




External Contacts

	Contact (Title)
	Purpose of Communication 

	Public Procurement Commission (PPC) / Ministry of Finance (MoFPS)
	For the submission of procurement plans and reports, and to seek guidance on policy.

	Office of the Contractor General (Integrity Commission)
	To respond to queries and provide information as required.

	Suppliers, Contractors, and Consultants
	For tendering, negotiation, and contract management.

	Attorney General's Department
	For advice on contract templates and legal matters.

	Customs Brokers
	To liaise to ensure imported goods are cleared in a timely manner.




1. AUTHORITY

· To recommend the award of contracts to the Procurement Committee/Contracts Committee.
· To certify invoice orders and travelling claims for the Unit.
· To recommend leave, promotions, and disciplinary actions for direct reports.
· To act as the purchasing agent on behalf of the National Insurance Investment Secretariat.

1. REQUIRED COMPETENCIES

Core
· Excellent leadership and interpersonal skills.
· High level of integrity, transparency, and ethics.
· Excellent oral and written communication skills.
· Excellent problem-solving and negotiation skills.
· Strong customer relations skills.

Technical 

· In-depth knowledge of the Government Procurement Laws, Policies, and Procedures.
· Thorough knowledge of the FAA Act.
· Strong knowledge of Supplies, Contract, and Tender Management.
· Sound knowledge of Project Management and Budget Preparation.
· Proficiency in the relevant computer application software (e.g., GOJ Electronic Procurement System).
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1. MINIMUM REQUIRED EDUCATION AND EXPERIENCE

· B.Sc. in Business Administration, Management Studies, Public Administration, or a related field.
· A Certificate in Public Procurement (e.g., from MIND/INPRI).
· A minimum of three (3) years of related work experience in the procurement of goods and services, preferably in the public sector.

1. SPECIAL CONDITIONS ASSOCIATED WITH THE JOB

· Extensive travel island-wide may be required.
· High-pressure environment with strict deadlines and a high level of public scrutiny.
· May be required to work beyond normal working hours.
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