& ODISHA PYTG EMPOWERMENT & LIVELIHOODS IMPROVEMENT PROGRAMME (OPELIP)
% ST & SC Development Department, Govt. of Odisha, TDCCOL Building, 2nd Floor, Bhoi Nagar, Al
Bhubaneswar, Tel: (91) 674 - 2542709 , Email: support@opelip.org
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ement of Procurement officer- Consultant

A Walk in Interview will be conducted for the post of Procurement Officer -Consultant to be engaged
in PMU, Odisha PVTG Empowerment & Livelihoods Improvement Programme (OPELIP), ST &
SC Development Department, Govt. of Odisha. Interested eligible candidates may report at PMU,
OPELIP 2nd Floor, TDCCOL building, Rupali Square, Bhoi Nagar, Bhubaneswar -751022 on dated:
07-01-2022 at 10.00 am with the prescribed filled-in application and relevant original certificates
stating the Educational qualification / Experience along with photocopy of these documents. The
Registration time is 10.00 AM to 11.30 AM. The Detailed ToR along with the application form may
be downloaded from our official website i.e www.opelip.org. Programme Director reserves to right
to accept or reject the applications without assigning any reason thereof. Sd/-
Programme Director
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Procurement Officer(Consultant): The incumbent will report to the Deputy
Project Director of OPELIP.

Qualification:
e Master Degree in Commerce, MBA(Finance), MFC from recognized
university/institutes of repute having regular course . Post Graduate
Diploma in Material/Supply Management is desirable .

Experience:
e Minimum Post qualification, minimum three (3) years of professional

experience in international and national bidding procedure, procurement
procedure, especially preparation of Expression of Interest, Notice Inviting
Tender, Request for Proposal and bidding document for procurement of
consultant services, goods and works. Preference will be given for
experience in handling World Bank/UN Agencies procurement procedures.
Thorough knowledge of procurement procedures of International Financial
Institution financed projects and good procurement skills.

e Ability to write and communicate in English.

e Ability to write and communicate in a regional language would be preferred.

e Age limit: Maximum 55 years; upper age relaxable by 5 years for
exceptionally experienced candidate.

Preferred Skills:
e Good written and verbal communication skills
e Computer literacy general MS package
e Current information on relevant legal provisions related to transparency and
arbitration.
e Proficient in computer based spread sheets for data analysis
e Proactive, work with minimum supervision, and as a team builder

Job Description

To update project procurement manual of OPELIP for approval by State Level
Monitoring Committee and IFAD. Prepare and include relevant Community
Procurement Guidelines and formats and include in the PIM, as per IFAD
procurement guidelines.

To prepare Procurement Plan of the project in line with the Annual Work Plan
and Budget (AWPB) and ensure that the Procurement Plan is continuously
updated in accordance with the procedure agreed with IFAD.

To liaise with IFAD procurement staff for clarifications/follow up.

To co-ordinate with concerned subject matter specialists on procurement
matters, especially preparation of TOR, technical specification etc.

To collaborate closely with Deputy Project Director for preparing
advertisements, short listing, bidding documents, evaluation, letters of awards,
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draft contracts etc. in the procurement of good/works and services including
consultancies.

To co-ordinate with Deputy Project Director, regarding submission of
advertisements bidding documents, letters of invitation, evaluation reports,
contracts, etc.

To facilitate/assist in getting no objection certificate (NOC) from IFAD wherever
required for those items subject to prior review.

As a permanent member of the Procurement Committee, ensure that the [IFAD
Procurement Guidelines, Procurement Handbook and related Policy on Fraud
and Corruption are diligently followed and inform the other Procurement
Committee members about the compliance requirements.

Co-ordinate with project team, to organize and support evaluation committees
for prompt evaluation of bids, and prepare the procurement evaluation reports
for review and approval of the procurement committee.

Responsible for receiving and securely storing the bids/quotations/proposals
till opening/evaluation and for correct filing of procurement bids.

To ensure updating the procurement and non-procurement dossiers in NOTUS
till the workflow is completed. NOTUS is the only tracking system developed by
[FAD for prior review.

To make necessary arrangement for contract signatures.

To maintain Contract Management forms as per the formats of IFAD and prepare
amendment letters to the contracts. As part of the contract management, in
coordination with the concerned officials monitor the contractual provisions for
compliance.

To keep progress of procurement activities against procurement timetables,
highlight variations in progress, record reasons and identify remedial actions, if
any, and report these to the Project Director and Deputy Project Director.

To liaison with any other appropriate authority for any complaints/dispute
among the parties relating to procurement.

To ensure that the documentation, approvals and relevant securities are
maintained for each of the procurement action separately.

To assist the DPD for placement of various documents/papers before Project

Monitoring Committee for review and approval, all types of audits of
procurement activities, post review of IFAD etc.

To provide documentations and data to IFAD fielded Supervision Mission and
Implementation Support Missions;

To perform any other relevant work related to the project assigned by the
Project Director.

Consolidated Remuneration: Rs.50,000.00 per month
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APPLICATION FORM
Position applied
for Paste recent
Passport size
Date of photograph here
application
1. Personal Details
Name of the Candidate
(Ms/ Miss/ Mrs/ Mr)
(First Name) (Surname)
Address Permanent Present
Mobile:
Telephone Residence
Telephone Office
E-mail address
Date of Birth
Ageason 01.12.2021
Category (ST/SC/
General)
Sex: (Male/ Female)
2. Education Qualification (10t Standard onwards)
Qualification Institution Subjects Year of Division/
Completion Grade
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3. Other trainings / qualifications including relevant short training courses

Course

Duration

Institution

Detalils

4. Computer Literacy:

(Mention all software known/used)

5. Employment / Experience Records

Name and
Address of the
Employer

Designation

Period

Experience
In year
and
Month

Brief description of duties
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6. Language Proficiency (Please tick in the appropriate box)

Language Ability to Converse | Ability to Read Ability to Write
Poor | Fair | Good | Poor | Fair | Goo |Poor | Fair | Good
English ‘
Hindi
Oriya
Other (Please specify
)

7. Reference: (Two persons to whom you have professionally reported)

Reference 1 Reference 2

Declaration:

I do hereby declare that all statements made in the application form are true, complete and
correct to the best of my knowledge and belief. In the event of any information being found
false or incorrect at any point of time, my candidature/ appointment may be cancelled/
terminated without any further notice.

Date:
Place: Signature of the Applicant



