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UZCHS-CTU/I-TECH 
Vacant Post: Procurement Officer 

 
Background: 
University of Zimbabwe College of Health Sciences – Clinical Trials Unit (UZCHS-CTU) on behalf of I-TECH (International Training 
and Education Center for Health) is seeking a highly experienced Procurement Officer who will be responsible for managing all 
UZCHS-CTU/I-TECH procurement, ensuring orders for goods and services are processed promptly and good value is obtained 
through the relevant procurement processes. I-TECH's activities occur primarily in the technical areas of health system 
strengthening; health workforce development; operations research and evaluation; prevention, care and treatment of infectious 
diseases. I-TECH is funded by PEPFAR through Center for Disease Control to implement HIV & TB treatment and care services in 
five Zimbabwean provinces in support of the Ministry of Health and Child Care (MoHCC). The Procurement Officer will be based 
in Harare.   
 
Responsibilities:   

 Performing the procurement function in adherence to UZCHS-CTU/I-TECH procurement policies and procedures. 

 Taking necessary action to ensure that all ordered goods and services are delivered as agreed on the purchase order and 
delivered to sites/districts on time. 

 Conducting monthly review of supplier performance and ensuring that the UZCHS-CTU/I-TECH Approved Supplier List is 
accurately maintained and updated regularly to reflect changes in programming needs. 

 Obtaining at least 3 quotations from vendors / suppliers, evaluate them by completing a Comparative Bid Analysis form and 
then processing the orders. 

 Following up and expediting on orders placed to ensure that delivery schedules are in line with programme requirements. 

 Ensuring all Procurement documents are complete, correct and have the relevant signatures before they are submitted to 
the finance department for payment. 

 Ensuring that the procurement cost trackers, clearing trackers and equipment trackers are updated and communicated to 
the Finance and Administration Manager. 

 Applying for duty free certificates on time once shipping documents are received to ensure timely clearance of goods 
through customs. 

 Ensuring that all shipments are cleared and collected on time to minimize storage costs. 

 Ensuring a proper filing system is established and maintained for easy accessibility of information should the need arise. 

 Communicating with I-TECH management on outstanding requisitions, orders placed and payment status of orders.  

 Ensuring Returns to suppliers are done promptly and procedurally. 

 Establishing and maintaining a sound business relationship with the suppliers and stakeholders for the benefit of the 
programme. 

 Performing any other duties as assigned by the Supervisor. 
 

 
Qualifications, Skills and Experience    

 Degree in Purchasing and Supply Management, Business Administration or equivalent.  

 Knowledge of ASYCUDA a must. 

 Knowledge of Shipping and Forwarding/Customs Legislation and Procedures. 

 At least 3 - 5 years practical work experience in purchasing, supply and clearing environment. 

 Meticulous record keeping and organizational skills and ability to think creatively and strategically. 

 Working knowledge of SAGE Package, spreadsheets and Microsoft Word. 

 Clean class four (4) driver’s license is a distinct advantage. 

 Excellent interpersonal and communication skills (verbal & written). 

 Excellent interpersonal and communications skills. 

 Excellent organizational, planning and analytical skills.  
 
 

 
Interested candidates should forward their application letter, detailed Curriculum Vitae and certified copies of certificates to the 
below mentioned address.  The closing date for applications is 14 November 2017 to:- 
 

Human Resources Manager 
UZCHS-CTU 

 15 Phillips Avenue 
Belgravia 
HARARE 

 
Only shortlisted candidates will be contacted.   


