
Vacancy alert 

EDUCATION & SKILLS: 
∧ Must have Matric 

∧ Qualification in Procurement preferred 

∧ Must have at least 5 years’ experience in Procurement  

∧ Certificate in Procurement Supply Chain will be advantageous 

∧ Experience in Oil and Gas and Renewable Energy will be advantageous  

TECHNICAL COMPETENCIES: 
∧ Must be computer literate 

∧ Have knowledge of the products and materials, applicable to Oil & Gas and the Renewable 
Energy sectors 

∧ Must be a good communicator 

RESPONSIBILITIES: 
∧ Provide a cost effective, efficient and professional procurement service to projects. 

∧ To ensure timely procurement of approved materials and to ensure delivery to job site in 
accordance with schedule requirements.  

∧ Ensure competent quality execution of all regular purchasing duties and administrative 
works. 

∧ Manage Project Requisition Schedules. 

∧ Prepare issue and expedite inquiry packages. 

∧ Ensure materials/goods ordered conform to specification and to the required quality. 

∧ Prepare technical bid evaluation for orders that requires any clarifications. 

∧ Ensuring purchasing is done from B-BBEE compliant vendors. 

∧ Negotiate Terms and Conditions of Purchase. 

∧ Ensure that all documentation is approved in accordance with company policies, LLOA’s 
and procedures during purchasing process. 

∧ Ensuring Subcontractors/Service Providers Pre-Qualifications are in place as required, and 
register is always updated. 

∧ Assisting/obtaining vendor registration documents (on request). 

∧ Be aware of project approved budgets.  

Position Procurement Officer - 
Senior

Date posted        5 December 2022

Location Midrand Applications Closing 
Date 15 December 2022



∧ Assist in the disposal of excess materials from the project. 

∧ Ensure that purchasing records are fully maintained and updated. 

∧ Responsible for project close outs.   

∧ Analyse Request for quotations and Request for information from various suppliers and 
subcontractors to ensure compliance.  

∧ Work closely with Procurement Manager and Procurement Lead  

∧ Monitor proposal content to ensure compliance to RFQ requirements, evaluation criteria, 
and technical requirements.  

∧ Manage the quotations to ensure all supporting documentation is received and all bids are 
submitted within the specified guidelines. 

∧ Maintain and improve database of vendors (tracker), and processes to reduce response 
time and improve quality on future bids.  

∧ Demonstrates integrity, judgment, and discretion along with a professional and 
interpersonal demeanour that elicits trust and respect from colleagues and strategic 
partners. 

∧ All other ADHOC duties, as and when required. 

In terms of our Employment Equity policy, preference will be given to applicants who are 
disabled or from a previously disadvantaged background. Successful candidates will receive 
communication from our recruitment team within one week. 

If you see yourself as a part of the Aurex team, send your CV to midrand.recruitment@aurex.africa 
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