
 

Incorporated under Royal Charter Registered Charity Nos. 207544 & SC038110 Royal Commonwealth Society for the Blind 

Job Description 
 
Job Title:  Procurement Specialist Neglected Tropical Diseases (PS-NTDs) 
Job Location: Haywards Heath, UK 
Reports to:  Global Head of Supply Chain 
Department:  Finance & Performance/Planning, Performance and Reporting (PPR) 
 
 
Job Purpose: 
 

Under the overall leadership of the Global Head of Supply Chain, the Procurement 

Specialists (PS) are responsible for the effective delivery of procurement services to the 

programmes of Sightsavers in order to obtain products that are safe for end beneficiaries in 

line with international standards and that offer the best value for money. The Procurement 

Specialists ensure the procurement process is followed consistently in line with 

organisational policy and donor requirements, propose enhancements and provide solutions 

to a wide spectrum of complex issues related to procurement. The primary focus of the roles 

will be the procurement of consumables and equipment for NTDs but will also involve other 

product categories in support of our education and social inclusion programmes. The 

Specialists will be required to have a very good understanding of the product categories for 

their thematic area of focus and a good knowledge of suppliers. The post holders will 

promote a collaborative, client-focused, quality and results-oriented approach within the 

department and across organisational projects, manage suppliers, and drive improved 

performance and value for money from the supply chain. 
 
 
Principal Accountabilities: 
 
Supplier management  
 

 Support the selection of preferred suppliers in line with recommendations from the Global 
Head of Supply Chain for assigned product categories, in consultation with technical 
experts and other relevant programme stakeholders. 

 Support the negotiation of long and short term contracts (service level agreements), both 
with new and existing suppliers in NTDs 

 Ensure bidding suppliers’ compliance by including required specifications and 
requirements (Supplier code of conduct in line with Modern Slavery Act 2015, provision 
of valid certificates of registration, evidence of previous work with other 
humanitarian/developmental agencies/partners in terms of provision of the same 
services, etc. or any other relevant supplier due diligence documentation and product 
quality certifications) 

 Undertake a full supplier due diligence process for all suppliers for the thematic portfolio 
of products (NTDs) and provide recommendations as to the compliance of the supplier 
with our requirements and policy framework. 
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 Ensure that all documentation relating to supplier due diligence is correctly gathered and 
stored in order to fulfil any future audit requirements or evaluations 

 Monitor supplier compliance and performance on an ongoing basis using evaluation 
spider chart and risk assessment tools (Carter 10 C’s) for all suppliers in the portfolio to 
facilitate easy review and feedback on outcomes to suppliers to enhance services and 
drive value for money. Escalate any risks or concerns to management on a timely basis. 

 Develop a risk assessment framework with contingency plans for each supplier in the 
assigned portfolio 

 
 

 
Procurement execution 
 

 Ensure procurement transactions are processed in line with organisational policy and due 
process, using organisational systems, are fulfilled in line with agreed timeframe and cost 
for the assigned portfolio of project and that Purchase Orders (POs) match 
projects/programmes' requirements and specifications 

 Ensure, where relevant, that donor compliance is adhered to on projects funded by 
institutional donors in collaboration with the Grants finance & Systems or the NTD Finance 
& Risk teams 

 Support a robust quotes analysis process, including detailed instructions for required 
documents from interested parties under different categories 

 Ensure that all documentation relating to procurement transactions is correctly gathered 
and stored in order to fulfil any future audit requirements or evaluations 

 Produce periodic reports on the status of procurement activities across the portfolio 
(project profiles) and support the production of the “Programme Procurement 
Management Report” 
 
 
Demand planning and aggregation 

 

 Support the Procurement Analyst in the development and implementation of a robust 
demand planning framework 

 Through a consultative process, in collaboration with the Procurement Analyst, develop 
and share with all relevant internal stakeholders a realistic procurement timetable for the 
assigned products portfolio based on demand planning data and ensure proper execution 
by prioritising and aggregating POs and manage customers’ expectations.  

 Support the development and management of consignment contracts and stock levels for 
relevant product categories where appropriate in collaboration with the Procurement 
Analyst 

 In conjunction with the Global Head of Supply Chain and other team members, agree cost 
saving strategies / activities to push a value for money agenda across Sightsavers’ 
programmes 

 Collaborate with the Procurement Analyst and relevant technical leads at Sightsavers to 
share changes in medical protocols, technology, new equipment or methodologies 
available within NTD arenas to assess potential impact on procurement strategies. 

 Regularly review Cataract/Trichiasis kits in collaboration with relevant Technical Leads 
and programme staff 
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Support to Country Offices (COs) and programme partners 
 

 Ensures that relevant CO staff have regular trainings and that are up to date with the latest 
tools versions and policies as well as the latest products available. Develop and 
implement training plans to help COs and individuals most in need improve their 
procurement skills, including user guides and best practice instructions, training modules 

 Support the implementation of a robust process in the COs for local procurement including 
supplier due diligence and selection, tendering, supplier selection, and supplier delivery 
monitoring in line with our wider policy frameworks and requirements.  

 Support the development and improvement of purchasing tools, including the Standard 
List website (and procurement planning tools) across the organisation. This will include 
the roll-out of Standard List updates, maintaining and rolling out Standard List products 
lists and prices across the organisation 

 Gather and monitor feedback from COs to ensure that the goods delivered are fulfilling 
the defined expectations (OTIF - On Time, In Full, with predefined quality); where issues 
arise, escalate to the suppliers / freight forwarders and/or management 
 
Other 
 

 Work with the Global Head of Supply Chain to ensure procurement is included as a key 
component for the successful delivery of Sightsavers programmes and projects through 
building strong links to other teams involved in programme design and implementation,  
influencing decision making and procurement strategies for projects.  

 Support the preparation of detailed management information reports on procurement 
spend for dissemination within Procurement and the wider F&P Management Team. 
Based on the findings of the analysis make recommendations for continual procurement 
efficiency improvements. 

 Support the induction of relevant new staff on procurement policy, tools and systems. 
 
 

The principle accountabilities are not meant to be an exhaustive list of tasks. The need for 
flexibility is required and the post holder is expected to carry out any other related duties that 
are within the employee's skills and abilities whenever reasonably instructed. 
 
 
Jobholder Entry Requirements - the essential knowledge, skills and behaviours 
required 
 
Knowledge (Education & Related Experience): 

 Educated to A-level standard or equivalent 

 Strong knowledge of international procurement, preferably in the relevant thematic area 
(NTDs) 

 Knowledge of international development/humanitarian programmes 

 Knowledge of developing & rolling out processes, tools and procedures 

 Knowledge of maintaining databases and providing management information 

 Knowledge of effectively supporting a diverse customer base 

 Good knowledge of medical products for the thematic portfolio (NTDs) 
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Skills (Special Training or Competence): 
 

 Must be able to work independently, as well as part of a team to ensure neutrality and 
ability to manage stress 

 Must have proven track record of knowledge and experience of NTD products and 
suppliers 

 Analytical  thinker able to take a step back and work through challenging issues 

 Continuous improvement mind-set, able to deliver constructive challenge to improve 
purchasing across the organisation 

 Ability to lead training sessions within COs and other colleagues 

 Plans and produces quality results to meet established goals 

 Generates innovative, practical solutions to challenging situations 

 Ability to identify client’s needs and offer appropriate solutions 

 Ability to establish and maintain productive partnerships with clients 

 Strives for quality client-centred services (internal/external) when making decisions and 
taking action 

 Must be able to work independently, as well as part of a team to ensure neutrality and 
ability to manage stress 

 Excellent attention to details with an ability to follow issues through completion process 

 Negotiation skills and able to manage external relationships ‘peer to peer’ with diplomacy 
and tenacity 

 Well organised and deadline driven 

 Service and Customer focused; able to deal effectively with internal customers and 
external suppliers 

 Strong ICT skills (Expert level Excel required – e.g. Vlookup) 

 An understanding of and commitment to equality of opportunity for disabled people 

 Excellent written & verbal communication skills & able to overcome resistance to change 
& take on difficult conversations and focus on a solution finding approach 

 Excellent written and spoken English (French would be a strong advantage) 

 Ability to travel up to 30%  
 
Core Behaviours: 

 Communicating & influencing 

 Team working 

 Planning & organising 

 Change & improvement 

 Decision making 

 Delivery and implementation 
 
 
Key Relationships: 

 
Internal 

 Global Head of Supply Chain 

 Procurement Analyst 

 Other members of Finance & Performance 

 Project/Programme Managers 

 Global Technical leads (NTDs) 
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 Logistics Team 

 Country & Regional Offices & Partners 

 Internal Audit team 
 

External 

 Suppliers other Corporates 

 NGOs 

 Peer Groups within the third sector 


