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	JOB TITLE
	Procurement Coordinator

	REPORTING TO
	Project Services Manager

	LOCATION
	World Wide

	START DATE
	TBC

	TYPE
	Contract


	PROJECT DEVELOPMENT INTERNATIONAL LTD

	Project Development International (PDi) is a dynamic, experienced and completely independent company offering development solutions to the oil and gas industry from discovery to production.

We provide the highest quality project management and specialised engineering support services. A constantly developing business, PDi already works with several key operators within the Oil and Gas industry and is keen to continue expanding its project and client portfolio.



	DESCRIPTION OF FUNCTION


The role of the Procurement Co-ordinator is to provide the Project Team with a service to cover: 

i. Preliminary enquiries 

ii. Requisitions 

iii. Ordering 

iv. Progress and expediting 

v. Inspection 

vi. Transportation and Delivery on Site 

vii. Maintenance spares 

	KEY RESPONSIBILITIES AND TASKS


The Procurement Co-ordinator will provide the project team with a service in respect of the timely, economic and satisfactory supply of all plant, equipment, materials, etc. on to the job site which will cover: 

i. Preliminary enquiries  

ii. Requisitions 

iii. Ordering 

iv. Progress and expediting 

v. Inspection 

vi. Transportation and Delivery on Site 

vii. Maintenance spares 

	AUTHORITY


Where contractors are purchasing on behalf of Client EP against a reimbursable type contract, the Procurement Co-ordinator will have the authority to review all the procurement activities of the contractors.  On Fixed Price type contracts he would not have such an authority to review but would monitor sufficiently to ensure the timely execution of work, the provision of progress information, sources of supply and inspection facilities, etc. 

	INTERFACES


External Interfaces
Client project team, Contractors and Subcontractors.

Internal Interfaces

Project Services Manager.

	CAPABILITY PROFILE – KNOWLEDGE, SKILLS, EXPERIENCE AND BEHAVIOURS


(a) University degree level or HND in relevant engineering discipline

(b) Minimum 6 years relevant working experience after graduation

(c) General knowledge of project management and project administration

(d) Acquainted in Legislation and Standards as relevant for the area of responsibility

(e) Technical expert within his/her group

(f) Familiar with technical software within his/her field

(g) Familiar with Safety and Quality Policy 

	WORKING CONDITIONS


(a) Physical environment: Majority of the work is carried out in the Client office, however some travel is to be expected.

(b) Working hours according to local regulations and Company's policy.
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