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TOBAGO REGIONAL HEALTH AUTHORITY 

HUMAN RESOURCES DEPARTMENT 

JOB DESCRIPTION 

 

 

Job Title 

 

Manager, Procurement  

 

Department 

 

Corporate Services   

 

Reports to 

 

General Manager, Corporate Services 

 

Head of Department 

 

General Manager, Corporate Services 

 

Jobs Supervised 

 

Procurement Specialists and Procurement Officers 

 

JOB SUMMARY 

The incumbent is required to plan, organise, direct and supervise the activities of professional and 

other support staff engaged in the provision of procurement and disposal services in a Tobago 

Regional Health Authority. Work includes formulating procurement and disposal strategies and 

developing related programmes and projects; developing and monitoring the implementation of the 

Annual Procurement and Disposal Plan; developing the draft handbook of procedural guidelines; 

monitoring and evaluating the effectiveness and efficiency of the procurement and disposal function; 

consulting with the Office of Procurement Regulation on procurement and disposal issues; reviewing 

existing policies and procedures, and recommending the revision or development of new policies 

and procedures.  

  

PRIMARY DUITES & RESPONSIBILITIES 

 

• Plans, organizes, directs and supervises the work of professional and other support staff 

engaged in the provision of procurement and disposal services at the Authority. 

 

• Formulates the procurement and disposal strategic plan, SA consultation with the 

organisation's management team and develops programmes and projects to facilitate the 

achievement of objectives articulated in the plan.  

 

• Develops the Annual Procurement and Disposal Plan of the Authority and oversees its 

implementation.  

 

• Prepares and submits all statutory procurement reports to the Officer of the Procurement 

Regulation 

 

• Develops and maintains the Procurement and Disposal handbook for the Authority, in 

accordance with the Model Handbook issued by the Office of the Procurement Regulation, 

for approval by the Office of Procurement Regulation.  
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• Develops measures to identify and prevent fraudulent practices in accordance with guidelines 

prescribed by the Office of Procurement Regulation.  

 

• Conducts periodic checks to ensure maintenance of the public and/or the organization’s 

procurement database of the Authority which is linked to the centralized database of the 

Office of Procurement Regulation.  

 

• Monitors the work of the Unit to ensure that all procurement and disposal activities are in 

accordance with relevant legislation, such as, the Public Procurement and Disposal of Public 

Property Act and with policies and guidelines issued by the Office of Procurement 

Regulation.  

 

• Monitors and evaluates the effectiveness and efficiency of the procurement and disposal 

functions through the application of performance measurement tools, and recommends 

changes, as necessary.  

 

• Manages pre-qualification activities, by providing guidance and advice on procurement 

activities, such as, the development of tender documents, preparation of bid packages. 

registering of tenders, arranging bid conferences and recommending the evaluation team.  

 

• Leads or supports complex procurements, including high-value purchases, with the 

application of appropriate market research, needs assessments, and cost-benefit analysis. 

 

• Collaborates with the Office of Procurement Regulation to obtain advice and guidance on 

the Interpretation and application of procurement and disposal policies and procedures to 

ensure compliance with relevant legislation, such as, the Public Procurement and Disposal 

of Public Property Act.  

 

• Provides advice, guidance and support on the more complex procurement and disposal 

issues pertaining to the interpretation and application of relevant legislation, policies, 

procedures, rules and regulations.  

 

• Reviews existing policies for the provision of procurement and disposal services and 

makes rrecommendations for the revision or the development of new policies and procedures 

in keeping with best practices.  

 

• Develops budgetary estimates for the Department and participates in the preparation of 

estimates of expenditure relating to the procurement and disposal function of the Authority, 

in accordance with financial guidelines.  

 

• Reviews and analyses reports, proposals, draft Notes for the Board of Directors, circulars and 

other Documents for accuracy, clarity and comprehensiveness and makes appropriate 

amendments, As required  

 

• Writes the more complex Notes for the Board of Directors and other documents.  
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• Serves as a resource person on procurement and disposal matters at courses, seminars and 

workshops.  

 

• Represents the Authority on committees, at meetings, conferences and other for a, including 

those of the Office of Procurement Regulation.  

 

• Adheres to protocols, guidelines, policies and procedures relevant to Accreditation 

Standards, Public Health, Infection Control, Occupational Health and Safety, MoH/ 

DHWSP, Registering Board/Association and the TRHA  

 

• Performs other related duties.  

 

QUALIFICATIONS & EXPERIENCE 

• Extensive experience in the area of Procurement Management, including at least four 

(4) years at a managerial level.  

• Training as evidenced by a recognised Bachelor’s Degree in Management Studies, Public 

Sector Management, Finance, Law, Economics or Marketing; supplemented by an 

Advanced Diploma in Procurement and Supply or an International Diploma in Supply 

Chain Management from an accredited institution;  

• Post-graduate qualification in Management Studies, Public Sector Management, Finance, 

Law, Economics or Marketing will be an asset 

• Any equivalent combination of qualifications, experience and training will be considered.  

  

KNOWLEDGE, SKILLS AND ABILITIES 

• Extensive knowledge of the principles, practices, methods and techniques of procurement 

and disposal management.  

• Extensive knowledge of legislation, policies, procedures, rules and regulations related to 

public procurement and disposal management.  

• Considerable knowledge of supply market operations.  

• Considerable knowledge of principles and techniques of strategic planning and project 

management.  

• Knowledge of research methods, principles and techniques.  

• Knowledge of relevant computer applications, including e-procurement.  

• Basic knowledge of the principles of fraud detection or forensic analysis. 

• Sound investigative, analytical, critical thinking, problem solving and decision-making 

skills.  

• Ability to manage a cadre of professional and other support staff. 

• Ability to interpret legislation, policies, procedures, rules and regulations pertaining to the 

procurement and disposal of public property.  

• Ability to provide leadership and vision.  

• Ability to analyse and evaluate data and trends and make appropriate recommendations.  

• Ability to use e-procurement software applications.  
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• Ability to exercise tact and diplomacy in the performance of duties.  

• Ability to think critically, solve more complex problems and make decisions within approved 

policy frameworks.  

• Ability to work expeditiously within critical deadlines.  

• Ability to write comprehensive reports and policy documents.  

• Ability to maintain confidentiality and integrity in the performance of duties.  

• Ability to communicate effectively, both orally and in writing.  

• Ability to establish and maintain effective working relationships with associates and other 

stakeholders.  

 

SPECIAL REQUIRMENTS 

• Willing to work overtime, public holidays and weekends as requested by the Head of 

Department 

• The incumbent will be required to accept additional responsibility in the event of an 

emergency or disaster 

 

 

 

  


