TORs for the post of Assistant Manager Procurement & Inventory:
· Process all Procurement cases in accordance with Public Procurement Rules, 2004 and provision contained in the FATA-DA delegation of Financial Powers and powers of Re-appropriation standing order 2007.

· Develop RFPs, bidding & tender documents including instruction to bidders, forms of contract for procurements of works, services and machinery equipment & furniture, etc.

· He will evaluate RFPs, bids, and tender documents according to the pre-determined criteria.

· Sift through, the project documents / PC-1s, firm up procurement and purchases of the capital items and prepare  annual procurement plan in consultation with  all key stake holders

· Process contract documents after approval of the bids.

· Prepare packaging inter-related equipments and machinery.

· Examine equipments/ machines, tools, & plants and determining their specification.

· Prepare comparative statements, proceeding of the purchase committee.  .

· Maintain inventory & stock registers of diverse capital items and their control lying at various locations after their procurements.

· Calculate depreciation and determining stock value of all goods/ items purchased / to be purchased.  

· Any other duty assigned by competent authority.
