
POSITION DESCRIPTION 

PROCUREMENT OFFICER 

 

V1_September 2017 

 

Job Title:  Procurement Officer 

Remuneration  Level 5 (plus superannuation and allowances) 

Work Unit:  Technical Services 

Responsible To:  Director - Technical Services 

 

Primary Objective: 

Responsible for the coordination and management of all purchasing activities for East Arnhem Regional Council 

to ensure an effective goods and services delivery. 

 

Key Responsibilities: 

1. Establish and rationalise Key Supplier Agreements, analyse the supply chain and identify new 

opportunities, seek ways to improve deficiencies and ensure purchasing compliance. 

2. Identify, control and develop purchasing processes and practices to ensure Council obtains the best value 

for expenditure on goods and services in accordance with the Local Government Act, Internal Audit 

requirements and Council Procurement Policy. 

3. Provide support and adequate training and improvement recommendations to management and staff on 

procurement matters. 

4. Coordinate, monitor and review the tender and quotation process from end to end for Council. 

5. Drafting and negotiation of contracts and subsequent administration. 

6. Examine performance requirements, delivery schedules and estimates of costs of materials, equipment 

and production. 

 

Essential Selection Criteria: 

1. Relevant tertiary qualification and/or extensive experience in procurement and/or administration of 

contracts. 

2. Detailed knowledge of policies, procedures and business processes relating to purchasing and 

contracting, inventory control and analysis procedures. 

3. A proven high level of communication (written and oral), interpersonal, negotiating and influencing skills. 

4. Proven strong customer focus and a commitment with the ability to provide customer focussed purchasing 

and contracting functions in a safe, efficient and effective manner. 

5. A proven commitment to teamwork and continuous improvement to ensure optimum team contribution to 

business objectives. 

6. Be self-motivated and have the ability to work to deadlines as demonstrated by successfully achieving 

objectives on time and within budget. 

7. Excellent computer literacy skills including the Microsoft Suite of Programs and other Purchasing related 

electronic programs. 

 

Desirable Selection Criteria: 

1. Previous experience working or living within an Indigenous setting and ability to demonstrate a high level 

of cross cultural awareness in the workplace. 

2. Awareness of issues affecting Indigenous people to ensure effective participation in a cross-cultural 

environment. 

 

The preferred applicant will be required to undergo a Criminal History Check and obtain a Working with Children 

Clearance. Criminal history will not exclude an applicant unless it is relevant to the position. 

 

East Arnhem Regional Council is an Equal Employment Opportunity (EEO) Employer. 

 

John Japp 

Chief Executive Officer 

East Arnhem Regional Council 
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