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JOB DESCRIPTION

Position title: Procurement Specialist
Immediate Supervisor: Project Director
Second Level Supervisor: Mayor Advisor

Scope of the job: The Procurement Specialist implements, supervises and monitors the
procurement activities of Tranche 1 of the Sustainable Urban Development Investment
Program (SUDIP) as agreed in the project and loan agreements between ADB and
Government of Armenia. He/She will be responsible for identifying, analyzing providing advice
to the Project Director, the Municipality, the Supervisory Board, the EA and ADB on all
procurement issues affecting the SUDIP T1 project, on the preparation of subsequent
Tranches, Periodic Financial Requests (PFR), and on the PIU operations. He/she oversees all
operations to ensure timely completion of procurement processes and procedures. He/she
reports progress and achievements to the Project Director on a monthly and quarterly basis.
He/she serves as liaison between the PMIC, the DESC, Municipality, the Project Procurement
Committee, the Supervisory Board, the EA, and ADB and develops and maintains direct
relationships with government authorities on procurement matters.

Responsibilities of the Procurement Specialist:

1. Overall procurement of the SUDIP T1 project and preparation of subsequent
Tranches:

» Serve as the focal point for all procurement matters related to the program to ensure
that all aspect of the project, including but not limited to procurement, contracts
management comply with the ADB guidelines and Armenian legislation;

* With the support of the PMIC develop, adopt and maintain Procurement Operation
Manual to establish internal procurement processes, tools, methods and procedures in
compliance with ADB procurement guidelines and the applicable legislation;

» Carry out procurement planning and implementation in a correct and transparent way
and ensure sufficient funding is available in coordination with the Financial Specialist;

» Coordinate with the PIU staff, the Municipality, Government authorities, the consultants
and ADB and prepare procurement plans of Periodic Financing Requests for
subsequent tranches;

» Advise Mayor, Supervisory Board, and ADB on procurement strategy and on type of
contracts to be concluded under the project

* Review and handle technical, commercial and legal aspects of procurement (in
consultation with Legal Specialist as necessary) at all stages of the project cycle;

* Prepare quarterly progress reports for Internal Audit Service on a regular basis;

» Other relevant tasks and responsibilities as requested by the Project Director.

2. Specific Activities

* Bidding process
* In assistance of the PMIC conduct procurements of civil works, financial auditor, short-
and long term consultants, goods, supplies and services directly related to the project
and PIU operation,



In coordination with the PMIC, prepare and/or review bidding documents and evaluation
reports, administer tender procedures and procurement process, and lead contract
negotiations with consultants/contractors and prepare contacts signing;

Ensure that the procurement notices are posted on the ADB and Municipality webs and
widely circulated in business circles;

Guide bid evaluation and consultants selection committees to ensure that
bids/proposals evaluations are done in full compliance with ADB procurement
guidelines;

Obtain ADB'’s, Supervisory Board’s and Government's (if needed) approvals of
bidding/consultants selection documents, evaluation reports, negotiated contracts,
variations, etc.;

In coordination with the safeguard team ensure that relevant environmental and
resettlement requirements (LARP, IEE and EMP) are met in the bidding documents;
Negotiate, administer and close consulting, works and goods contracts.

* Contract administration

Prepare tentative procurement plan for the preparation of the subsequent tranches.
Work with DESC, PMIC, Project Procurement Committee and other PIU teams to
coordinate and streamline internal processes.

Prepare a schedule of reports/deliverables based on the Contracts and monitor actual
performance and quality of deliverables submitted by Contractors and/or Consultants
Establish and maintain records of all procurements and prepare reports on procurement
progress to the Project Director on a monthly and quarterly basis, consolidates and
submits quarterly performance and completion reports to ADB.

Monitor implementation of procurement plan, flag issues and delays, identify nature and
reasons, and suggest alternative, solutions and correct measures with Contractors and
Consultants to mitigate or solve any issue;

Review payment invoices submitted by Contractors and Consultants and identify
corrective measures in cases of inconsistencies,

Assess claims and variation request with the Technical Specialist and if needed prepare
variation orders and obtain required approvals;

Assist legal specialist in case of claims or arbitral proceedings;

Monitor performance of the consultants/suppliers/contractors and take follow-up action
as necessary;

* Building Procurement expertise

Work with PMIC and DESC and Project Procurement Committee to prepare the project
Procurement Manual which streamlines the internal review process so as all cross-
cutting aspects of the submitted deliverables/reports are incorporated and reflected in a
timely manner and with due quality;

With the PMIC, build and update on regular basis data base of national and
international companies (consulting services, engineering, contractors, and
manufacturers) possibly interested in some of the packages listed in the procurement
plan

In coordination with the PMIC, analyze market prices and product/services mix checks
for competitiveness and update data base of unit prices of the product, goods, and
services needed for the projects

With the PMIC, conduct a market analysis over the last 5 years and assess
procurement history in Armenia and for the sector; assess risks, opportunities and



prepare recommendations to be presented and updated semi-annually to the Mayor,
the Supervisory board and ADB;

Knowledge and qualifications:

» Degree in business, law, economics, engineering or related field;

» At least 5 years experience in procurement policies and procedures implementing
infrastructure projects with similar scale and complexity in public or private sectors;

» Excellent Armenian and English written and oral communication skills;

» Familiarity with policies and procedures of international organizations, in particular
(World Bank, EBRD, Millennium Development Corporation or other donors);

» Computer literacy (Word, Excel, PowerPoint at least)

Professional Competencies:

* Results-oriented;

» Excellent analytical skills;

» Excellent presentation and facilitation skills;

» Demonstrated diplomatic and negotiating skills;

» Strongly developed problem-solving and decision making skills;
* Managerial skills;

* Planning and Organization skills;

» Cooperation/Teamwork;

* Report writing skills.

Terms and Conditions of Service:

Terms and conditions of employment are governed by Armenian Legislation, Yerevan
Municipality policies and procedures and employment contract. Job description is an integral
part of the employment contract.

PMIC: Project management and Institutional Strengthening Consultant, DESC: Detailed Engineering and Construction Supervision
Consultant, GSB: Government Supervisory Board, EA, Executing Agency, IA: Implementing Agency, PIU: project implementation unit, EIA:
Environmental Impact Assessment, IEE: Initial Environment examination, EMP: Environmental Management Plan, LARF: Land Acquisition
and resettlement Framework, LARF: Land Acquisition and resettlement Plan. FFA: Facility Administration memorandum, LA: Loan
Agreement, PA: Project Agreement
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