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                              Republic of Liberia

Public Procurement & Concessions Commission

Executive Mansion Grounds

Capitol Hill, Monrovia, Liberia
                                         Vacancy Announcement
	POSITON TITLE
	Policy, Standards and Procedures Director

	DEPARTMENT
	Policy, Standards and Procedures Division

	RESPONSIBLE TO
	Executive Director

	RESPONSIBLE FOR
	Staff:

Policy and Standards Officer

Bulletins Officer

Physical Assets:

Physical assets (furniture, computers, printers, materials and supplies, etc.) allocated to the Division

Financial Assets:

Operating budget of the Division

Intangible assets:

Reputation and credibility of the Secretariat related to activities of the division

	JOB PURPOSE
	Manage the division and ensure that there are operable policies, regulations, rules, instructions, guidelines, standards to guide the procuring and concession entities and that the information going to the public is consistent with them.

	INTERNAL RELATIONSHIPS
	Liaise and coordinate with the other division directors

	EXTERNAL RELATIONSHIPS
	· Heads of Procuring and Concession Entities

· Procurement Units

· Donors 

	DUTIES
	· Ensure the development of regulations, procedures, guidelines and/or rules to implement the law

· Develop formats for standard bidding documents, invitation to bid and requests for proposals

· Develop sample formats for procurement plans

· Interpret the meaning of various components of the law and regulations for procuring and concession entities

· Develop quarterly work program for division and regularly assess of the ease or difficulty of implementing the regulations, procedures, etc to determine if any modifications are required to make the law more effective

· Assist the training division in developing or review training materials and delivering training sessions if necessary

· Review information for inclusion in bulletin and on website for their consistency with the standards and regulations

· Any other duties required by the Executive Director

	OUTPUTS
	· Monthly and Quarterly summary of policy, standards and procedures activities

· Regulations, rules, guidelines and procedures and modifications when necessary

· Samples for Standard Bidding Documents, requests for proposals, invitations to bid and procurement plans and modifications when necessary

· Document interpretations of law and regulations that were provided to procuring and concession entities distributed to the other technical divisions and Executive Director
· Edit information for inclusion in the bulletin and on website

	QUALIFICATIONS & EXPERIENCE
	· Bachelor’s Degree in Purchasing & Supply, Business, Economics or related field OR Qualification from an international purchasing, procurement or supply institute.  Master’s Degree in procurement, business, law or related area would be beneficial.  

· Minimum of eight years of experience at the management level, with at least five of those years in procurement at the senior management level. 

· Trained in the IPPP and familiar with the Public Procurement and Concessions Act.

· Experience in policy formulation would be an advantage

· Excellent public and private reputation

	OTHER QUALITIES OR REQUIREMENTS
	· Excellent interpersonal skills

· Ability to manage a team

· Excellent oral and written communication skills

· Excellent analytical skills

· Advanced working knowledge of MS Word, Excel and Power Point


All applications must be delivered on or before November 25, 2010 to the attention of:

The Chairman

Public Procurement and Concessions Commission (PPCC)

Executive Mansion Grounds
Capitol Hill, Monrovia, Liberia

Email: info@ppcc.gov.lr  
