Manager, Property and Procurement    P/N 10885

Job Description

1. Management of owned and leased residential and chancery premises including coordination of maintenance program and acquisition and disposal of furniture and fittings

2. Procurement and disposal of goods and services in accordance with finance regulations.

3. Management of shipping and customs clearances for incoming and outgoing diplomatic shipments.

4.  Manage maintenance assistants, cleaners and gardeners to provide timely and efficient services to embassy staff.

5. Management of all transit accommodation arrangements including settling in/out kits.

6. Negotiate with landlords for good lease outcomes in lease agreements and the renewal and termination of lease agreements and landlord maintenance issues.  Prepare leases and contracts for delegate’s signature. Provide advice on compliance with local regulations.

7. Process timely payments relating to property and general procurement.

8. Maintain property database.






Manager, Property and Procurement Services    P/N 10885

Selection criteria

1.  Experience in providing property and procurement services to a similar international organisation.

2. Knowledge of the procurement of goods and services in accordance with financial regulations.

3. Knowledge of shipping and customs clearances procedures.

4. Excellent interpersonal, negotiation and organisation skills and ability to exercise sound judgement.

5. Ability to achieve outcomes with limited supervision.

6. Ability to supervise staff. 

7. Proficiency in both written and spoken Arabic and English.

