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Department:  Operations 

Responsible to: Logistics Manager 

Location: Tubmanburg  

Contract length: 1 Year 

Our vision 

That every child receives one daily meal in their place of education and that all 
those who have more than they need, share with those who lack even the most 
basic things. 

Our mission 

To enable people to offer their money, goods, skills, time, or prayer, and through 

this involvement, provide the most effective help to those suffering the effects of 

extreme poverty in the world’s poorest communities. 

Our values 

Confidence in the innate goodness of people – respect the dignity of every 

human being and family life – good stewardship of resources entrusted to us.  

Job purpose 

The Mary’s Meals Procurement Coordinator is responsible for ensuring the organisation 

procures quality goods and services at the lowest price possible in the most effective and 

efficient manner.  

 

Procurement Coordinator 
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Key activities  

Procurement Management  

• Ensure procurement process for goods and services is complete within 7 

working days, except in particular circumstances 

• Prepare annual procurement plans in collaboration with budget holders 

• Responsible for preparing and circulating tender documents  

• Prepare vendor contracts and ensure adherence to its provisions  

• Regularly bench mark price and goods against the market trend and 

recommend changes to the Logistics Manager  

• Ensure compliance with professional ethics, statutory and organisational 

requirements, policies and procedures 

• Drafting of procurement tenders in line with procurement plans 

• Prepare the prequalified list, liaising with departmental heads to ensure it is 

conclusive 

• Continuously review the supplier base to identify new competitive suppliers 

• Provide input during the review of the procurement policy 

• Collate  and present complete procurement files to the Logistics Manager for 

presentation to the Procurement Committee in a timely manner 

• Ensure procurement requests are accompanied by clear specifications and 

samples if relevant 

• Promptly address action points from Procurement Committee minutes 

• Ensure quotes are obtained from the prequalified suppliers list. Any exception 

to be documented 

 

Reporting  

• Prepare monthly procurement tracker to inform management of procurement 

process 

• Prepare weekly summary procurement reports  

 

• Ensure proper filling of procurement documents for recordkeeping 

• Maintain an approved supplier list per service with contact details 

• Maintain price list for prequalified list of suppliers 

Asset Management 

• Ensure a clear transparent trail for asset and inventory is evident, to facilitate 

proper tracking 

 

 

 

Other 

• Provide any other financial information, as requested, and respond to any 
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Qualifications, skills and experience Essential  Desirable  

Excellent communication and negotiating skills  ✓ 

Bachelor of Arts or relevant Degree in supply and purchase 
from recognized institution  ✓  

Ability to set and meet targets  ✓ 

Demonstrated ability to perform fast, efficient and cost-
effective procurement service while maintaining the agency's 
high standards 

✓  

At least 3 years’ experience in Logistics and transport 
administration in a busy environment  ✓ 

Good computers and ICT skills, fully capable with Microsoft 

Office (MS Word, Excel and office 365), and experience 

conducting internet sourcing and price comparisons. 

✓  

Strong organization skills  ✓ 

Must be scrupulously honest and always foster an atmosphere 
of trust and integrity ✓  

Ability to interpret figures and spot trends  ✓ 

Key relationships  

 

 

 

 

 

 

 

Reports to: Logistics 
Manager 
 

Internal relationships: 
Accountant, Program 
team, Procurement 
committee 
 

External relationships: 
Suppliers 
 

Direct reports: N/A 
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Flexible approach and the ability to make decisions quickly  ✓ 

Demonstrated ability to communicate clearly and concisely in 

written and spoken English 

 ✓ 

Willingness to work long hours, holidays and weekends as 
required  ✓ 

 

 

 

Mary’s Meals International team member competencies 

All Mary’s Meals International employees approach their role in line with the 7S 

competency model. 

Self • I demonstrate resilience 

• I lead by example 

• I’m authentic and true to Mary’s Meals values 

• I develop myself and set stretching goals 

Service • I have a vocational attitude to my work 

• I inspire hope in others 

• I build belief that even difficult challenges can be solved 

• I am committed to serving and enabling all who want to 
be part of the global movement 

• I work to ensure our future will be even better than our 
past 

Simplicity • I communicate effectively 

• I follow clear decision making criteria 

• I create plans that are easy to follow and contribute to 
organisational goals 

• I embrace inclusivity and diversity 

• I focus on delivering results 

Stewardship • I pay attention to the things that matter – (a) our physical 
resources; (b) our people 

• I nurture, develop and respect our relationships with 
external stakeholders 

• I deliver on my promises 

• I am happy to be held accountable and to hold others to 
account 

Strategy • I have a point of view about the future 

• I know our stakeholders and see our priorities clearly 

• I help others to work in ways that have the greatest 
impact 



 
Job description: Procurement Coordinator  5 

• I work to deliver my objectives  

Strengthen • I contribute to a positive work environment 

• I help and support those around me 

Success • I maintain my technical competence  

• I contribute to the success of my team 

• I am accountable 

• I embrace change 

  

 

To apply, please send your CV (maximum 3 pages) with details of three professional 

references (emails and cell numbers) and a cover letter explaining why you are 

interested in the role to Jobs.Liberia@marysmeals.org. 

Closing date:  Thursday 8th March 2018 at 5pm. 

Interviews: Interview dates will be communicated to shortlisted candidates. 

While Mary’s Meals Liberia will endeavour to contact all candidates within a reasonable time, 

this may not always be possible due to limited resources.  Therefore, if you have not heard 

from us within two weeks of the closing date, you can assume that your application has, on 

this occasion, been unsuccessful. Mary’s Meals Liberia is an equal opportunities employer. 

All applicants will be judged strictly on the basis of merit. 

 

Mary’s Meals is a child friendly organisation committed to the protection of children. 

  

Female candidates are strongly encouraged to apply. 
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