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	Organisation Structure 

(where does the position stands in the organisation structure of the Business)

	                           


	Job Purpose: 

· Summarizes the main points of the job description which may include key responsibilities, functions, and duties
· Job Purpose is the prime objective for which the Job holder is responsible for.  It is directly controlled by the Job holder
· Should contain 1 - 3 key points

	· Cost control in procurement – achieving YoY cost reduction targets
· Service delivery improvement to customers 

· Sourcing best practices implementation to achieve long term sustainability of savings and supply

· Ensure lead time from PR to PO for order processing

· Vendor relationship management for key vendors

· Internal compliance and reporting 


	Key Accountabilities  & Outcomes

	Key Accountability 

· Main areas of accountability / key goals of the Job. 

· Should contain five to Seven Key Accountabilities.

· Can be derived through Balanced Score Card Perspectives (Financial, Customer, Internal Process & Learning and Growth)
	Major Activities/ Tasks
· The tasks under Key Responsibility that the Job holder is supposed to perform to achieve the business goals

	Cost control in procurement – achieving YoY cost reduction targets


	· Understand supply market, demand profile for the company

· Set baseline for the categories being procured

· Set target for year on year cost reduction  

· Identify risks and prepare action plan to mitigate the same 

	Service delivery improvement to customers
	· Measure SLAs for service delivery (like logistics) to customers and internal teams

· Align on targets and track and report performance against target
· Identify root causes for not being able to meet target and design initiatives to address the same

	Sourcing best practices implementation to achieve long term sustainability of savings and supply


	· Prepare category strategies for the categories being procured
· Identify underlying index that impact pricing
· Identify best practices that are relevant for the category like cost sheets, reverse auction, bundling etc

· Prepare implementation plan

	Ensure lead time from PR to PO for order processing


	· Identify relevant process metrics for the category – PR to PO, contract adherence, contract administration, delivery frequency etc

· Agree on SLAs with the user teams 
· Track and report SLA performance 

· Identify root causes for deviation and design initiatives to address root causes

	Vendor relationship management for key vendors


	· Identify key vendors for the category

· Define metrics for tracking performance of suppliers

· Put in place dashboards to monitor and report performance of vendors
· Identify root causes of non adherence to requirements and design initiatives to address root causes along with the vendor 

	Internal compliance and reporting
	· Ensure compliance to process of procurement, supplies and payments

· Support audit teams and action on any findings in a timely manner


	Work Relations ( Internal and External)

	Internal Relations
· Main interface of the Job Holder(Working relationships with Key stakeholders/ internal customers

· Other Job Holders that the Job holder have may to liaise, report or coordinate with
	External Relations
· Main interface of the Job Holder(Working relationships with Key stakeholders/ external customers



	· User teams, sector finance, corporate finance  
	· Vendors
· Customers (for service delivery like logistics)


	Key Dimensions 

	Financial Dimensions

· List the significant numerical data which will reflect the scope and scale of activities concerning this job such as budget, cost, revenue etc.
	People Dimensions

· Mention the team size ( direct reportees only) the Job Holder would have to manage for the scope of activities concerning  to this role

	Achievement of target benefit
· YoY cost reduction or efficiency improvement 
Process efficiency
· Adherence to SLAs
· Timely publishing of reports 
Compliance
· Zero audit findings
	· Direct reports – NA


	ACHIEVEMENT PROFILE
· What are the capabilities required by the Job Holder at this position 
· Specify Knowledge ( technical expertise), experience, skills, behavioural  competencies, personality required
· It depicts candidate profile for making hiring decision and helps incumbent profile for competency mapping


	Education Qualifications / Background
· State minimum qualification required by the Job Holder to work effectively on this position

	· Essential:
a. Bachelors of engineering 
· Optional (Preferred)

a. MBA

	Relevant and Total Years of Experience 

· Mention years of experience required for the job

· Elaborate more of the relevance / type of the job experience required by the role

	· 5-7 years of work experience in procurement in similar categories

· Proven track record of delivering savings and sustainability in the relevant categories

· Strong relationships with key vendors 

	Technical/Functional Expertise
· State minimum proficiency required on specific technical or functional skills required for the Job Role

	· Strong analytical, problem solving skills, Microsoft office tools
· Comfort in both strategic thinking and being detail oriented 
· Deep knowledge of procurement and the category being procured
· Excellent written and oral communication skills
· Excellent negotiation skills


	Behavioural Competencies (List only 3- 5 specific behavioural competencies)

· State behavioural competencies required to function effectively at this position

	· Leadership abilities 
· Good interpersonal & coordination skills, esp. building effective working relationships.
· Good networking skills 

	Personality (List only 3- 5 specific personality characteristics)

· Write personal characteristics/ personality type that is suitable to work at this job level. 



	· Objective in nature: data driven and the ability to apply the practical lens to data 
· Team Player and collaborative style of functioning 
· Proactive attitude to raise issues / questions with the objective of finding a resolution mechanism 


Manager – RM Procurement





SGM – Proc & Services





EVP – Corporate Sourcing










