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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #
	JD00554

	Pay Grade:
	9

	Title:
	Senior Procurement Specialist

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	Responsible for identifying and implementing cost-saving opportunities through the application of total cost management and business process improvements with external suppliers. Oversees the supplier selection process, negotiates contracts and provides on-going contract administration.


	Purpose and Key Functions:
	· Procure materials, supplies, equipment, and services in the most cost-effective manner for the University.

· Negotiate and develop contracts for large supply, equipment, and systems acquisitions.

· Develop, implement and evaluate the University's contractual requirements.

· Prepare and develop bid documents adhering to University guidelines. 

· Obtain competitive proposals on commodities in compliance with department policies and guidelines, government regulations, and laws that govern purchasing practices. 

· Collaborate with clients to review and analyze competitive bid documentation, quotations, tenders and purchase awards and establish consensus among evaluators relating to award recommendations.

· Ensure supporting purchase documentation is in place to address accountability and audit inquiries.

· Liaise with and interview suppliers in an effort to improve levels of existing service and to develop and establish new sources of supply.

· Provide strategic oversight concerning partnership relationships with suppliers including the development of new partnerships, and growth of existing partnerships.

· Develop estimates of time and resources required for a variety of events and activities. 

· Interpret contracts and provide advice and guidance to others as required.


	Requirements:
	· Bachelor's degree in Business Administration or related field.

· Completion of the Purchasing Management Association of Canada Certified Professional Purchasers program.

· Requires 6 years of relevant experience, including 3 years of relevant work experience required for the Purchasing Management Association of Canada designation.

	Assets:
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	Additional Information:
	     


