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Republic of Liberia

Public Procurement & Concessions Commission

Executive Mansion Grounds

Capitol Hill, Monrovia, Liberia
                                       Vacancy Announcement 
	POSITON TITLE
	Complaints, Appeals and Review Director

	DEPARTMENT
	Complaints, Appeals and Review Division

	RESPONSIBLE TO
	Executive Director

	RESPONSIBLE FOR
	Staff:

Complaints, Appeals & Review Officer

Division Secretary

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 complaints, appeals and review requests are handled and responded to in a timely and efficient manner for the effective operation of the Complaints, Appeals and Review Panel

	INTERNAL RELATIONSHIPS
	Liaise and coordinate with other division directors.

	EXTERNAL RELATIONSHIPS
	Heads of Procuring and Concession Entities

Complainant, appellant and others

  

	DUTIES
	· Ensure an effective documentation system is maintained for all complaints, appeals and reviews

· Determine if a complaint, appeal or review should be forwarded to the Panel based on the law and regulations and advise ED

· Ensure all documents for Panel are gathered and prepared

· Provide all support functions for Panel

· Provide analysis and brief to the Panel on the issue of the complaint, appeal and review for transmission to Panel by the ED

· Ensure communications to all interested parties in a complaint, appeal or review

· Custodian for samples received from procuring entities, where necessary, until complaint, appeal or review is finalized

· Ensure safe custody of all complaints, appeal, and review documentation 

· Ensure stakeholders are aware of the processes and procedures for filing a complaint, appeal or review

	OUTPUTS
	· File with brief and supporting documents on each complaint, appeal and review for the Panel

· Monthly and Quarterly report to ED on status of Complaints, Appeals and Reviews

· Communications to all parties directly related to the complaint, appeal or review

· Communications to larger stakeholders body on the outcomes of complaints, appeals and reviews, as appropriate

· Any other duties required by the Executive Director

	QUALIFICATIONS & EXPERIENCE
	· Law degree

· Minimum eight years experience in private practice or as corporate counsel and in good standing with the Liberian Bar

· Training in the IPPP and familiarity with the Public Procurement and Concessions Act would be an advantage

· Excellent public and private reputation

	OTHER QUALITIES OR REQUIREMENTS
	· Excellent interpersonal skills

· Ability to manage staff

· Excellent oral and written communication skills

· Ability to make reasoned decisions based on the information available, procedures and regulations

· Observant, analytical and takes particular attention to detail

· 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  


