
 

 

 

UNITED NATIONS WORLD FOOD PROGRAMME  

(REF: WFP/TR/2015/SC/56) 
 

DATE OF ISSUE: 29/01/2015 
Deadline for applications: 13/02 /2015 

 

 
Job Title:  Senior Procurement Assistant         
Contract: Service Contract (SC6) 
Duty Station: Ankara, Turkey             
Duration: Till 31 March 2015 (extendable) 
Supervision: Senior Procurement Assistant will report to the Admin/Procurement Officer in Ankara 
 

Duties and Responsibilities 

Within the assigned unit and delegated authority, the Senior Procurement Assistant will be responsible for the 
following duties  
 

 
 Guide, train and supervise support staff engaged in the processing of procurement reports and returns 

from country offices and regional bureau in the procedures, rules and regulations;  

 Analyze, control and maintain data from various sources in procurement systems and take corrective 
action as necessary;  

 Respond to queries regarding procurement data from staff in the unit and elsewhere in the 
Programme;  

 Initiate administrative actions related to procurement information;  

 Update and track processing of procurement actions;  

 Prepare purchase orders and contracts for review by a Procurement Officer;  

 Prepare statistical tables and standard reports;  

 Oversee the data input into procurement related databases by administrative assistants and provide 
guidance on data input and validation;  

 Maintain relevant internal databases and files; keep track of contractual agreements;  

 Verify claims for accuracy and conformance with procurement rules and regulations;  

 Brief/debrief staff members on issues relating to procurement transactions;  

 Evaluate, develop, and recommend procedures. Participate in discussions on new/revised procedures 
and practices; interpret and assess the impact of changes and make recommendations on follow up 
actions;  

 Draft or prepare correspondence to respond to enquiries in respect to relevant financial matters; 
review correspondence drafted by other assistants prior to clearance by Officer or Chief, as 
appropriate;  

 Perform other related duties as required.  
 



Competencies 

 Displays cultural, gender, religion, race, nationality and age sensitivity and adaptability. 
 

 Promotes a knowledge sharing and learning culture in the team through leadership and personal 

example. 

 Actively works towards continuing personal learning and development in one or more Practice 

Areas, acts on learning plan and applies newly acquired skills. 

 Ability to lead planning, results-based management and reporting 

 Ability to formulate and manage budgets.  

 Builds strong relationships with clients, focuses on impact and result for the client and responds 
positively to feedback. 

 

 Consistently approaches work with energy and a positive, constructive attitude. 

 Demonstrates good oral and written communication skills 

 

Qualifications & Education requirements 

 
Education:  Secondary school education.   
                            
Experience: Five years of progressively responsible support experience including at least three years in a financial 

unit, human resources, audit, procurement, evaluation, resources, or another related field. 
                           
Language: Fluency in oral and written communication in English and Turkish.  
 
Knowledge:  Knowledge of WFP manuals in the area of procurement is an asset. Experience utilizing 

computers, including word processing, spreadsheet and other WFP standard software 
packages and systems is an asset. General knowledge of UN system policies, rules, regulations 
and procedures governing procurement administration is an asset. 

 

We are looking for national candidates for the position. 
 Preferably candidates who are residing in location or surrounding areas. 

 

Female candidates are encouraged to apply 
 

 
IN ORDER TO APPLY: 
Applicants should follow application process below and submit their CV no later than 13th 
February 2015, 17:30 hours.  

Application procedures:  
Go to: http://i-recruitment.wfp.org/vacancies/15-0017450 
Step 1: Create your online CV  
Step 2: Click on “Description” to read the position requirements and “Apply” to submit your 
application.  
NOTE: You must complete Step 2 in order for your application to be considered for this vacancy 
  

Only short - listed candidates will be contacted. 

http://i-recruitment.wfp.org/vacancies/15-0017450
http://i-recruitment.wfp.org/vacancies/15-0017450


 

 
 


