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	Project title
	Improving the reaction time for the prevention and elimination of floods within the cross-border area (Vaslui County, Romania;  Chisinau, Hancesti, Criuleni, Dubasari, Anenii Noi, Straseni Districts, Republic of Moldova)

	Organisation 
	Exceptional Situations Department of Chisinau General Inspectorate for Emergency Situations


Job description

	Job Name
	Procurement Specialist

	Job Level
	Executive

	Main purpose 


	Organizing tender procedures

	Specific conditions for the job 


	Part-time employment;
Discussions with procurement specialist from ISU Vaslui

	Studies required for the job


	University Degree

	Training 


	Training Courses related to the assigned position

	Computer skills


	Knowledge of MS Office (Excel, Word, Power Point) 

	Languages 

	Advanced knowledge of English and Romanian (writing, reading, speaking)

	Working experience     

	- 3 years experience in similar positions 

- Previous experience in projects implementation is an advantage

	Skills required 


	- The capacity of planning and organizing activities; 

- Communication skills; 

- Creativity, responsibility, flexibility; 

- Deductive and inductive reasoning;

- capacity to organize procurement procedures, evaluation of offers etc.

- Knowledge of the laws and legislation of Moldova;
- Ability to work without supervision during performance of obligations

	Specific requirements 


	· -Knowledge of the aspects of the Joint Operational Programme Romania- Republic of Moldova and other programs of the EU funding implementation

· Advanced knowledge in applying PRAG procedures

· Knowledge of national public procurement procedure

· Knowledge of working with foreign correspondence and electronic correspondence.

	Responsibilities


	· To develop detailed schedule of procurements 
· Interact with suppliers to resolve transactional issues, tracking info, etc.
· Responsible for appropriate supplier selection/bidding processes for selected purchase requests, and supplier and contract pricing validation for all purchase requests
· Responsible for activity to improve procurement processes.
· Responsible for supplier communication to resolve transactional issues;
· Drafting of the awarding documentation;
· Draft the minutes related to procurement procedures.
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