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Terre des hommes Foundation “Lausanne” in Hungary is recruiting 
   a Procurement Officer
for supporting the emergency response related to Ukraine crisis

Terre des hommes Foundation “Lausanne” in Hungary has established support teams to provide emergency help to refugees from Ukraine at locations where refugees are accommodated. This emergency intervention addresses humanitarian assistance to children and their families.
Start date:

as soon as possible 
Contract: 

fixed-term contract until 30 September 2023.
Gross Salary: 

701 146 Ft/month
WHAT WE DO IN EUROPE AND HUNGARY
Terre des hommes (Tdh) is the leading Swiss child relief agency, founded in 1960. The Headquarters (HQ) are in Lausanne, We are currently active in 30 countries (in Europe, Africa, Asia, Middle East and Latin America}. Our projects focus on child protection, mother and child health, migration, access to justice for children, and emergency relief. 

Terre des hommes opened its Regional Office/ Hub in Budapest in 2006. The Regional Hub develops and implements regional projects with partners across Europe. Our regional advisors provide support to colleagues in other countries in Europe — Albania, Kosovo, Greece, Romania, Moldova and Ukraine. One of our key projects for children in Hungary is the FabLab in Gyor. We also very proud of our Child Protection Hub project. ChildHub is the leading/ largest child protection community in Europe https://childhub.org/en 

We also support people who fled the war in Ukraine and are transiting or taking refuge in Hungary.

What to do
The Procurement Officer is to buttress the implementation of procurement activities regarding the projects and the base(s) of Tdh. Implement and supervise all procurement operations in Budapest office and other field sites in Hungary. He/she will contribute to organizing procurement support for programs, by keeping in line with Terre des hommes procedures. Assist the Logistics Manager in the management of the supply chain by sustaining the following domains: procurement, stock management / warehousing, reporting.
Main responsibilities
· Reception and review of requests sent to Logistics Department. Launch and organize the procurement processes according to Tdh procurement procedures.

· Identify suppliers and collect quotations according to the technical and logistics criteria.

· Ensure that all the needed information is filled on quotations.

· Ensure a proper filing system of all procurement files and documents and constantly update the follow up tool.

· Negotiate with the suppliers.

· Ensure the quality of the purchase and the delivery deadlines.

· Elaboration of contracts according to the Hungarian law.

· Ensure the collected documents are compliant with the procedures: supplier stamp, signature, date, description.

· Provide invoices and receipts to Finance Department according to the rules of the organization.

· Ensure a good communication with the other departments.
· Ensure a weekly report on the procurement follow-up is updated and disseminated.

· Ensure the supply of all recurrent items (office supplies, cleaning items, drinking water, etc.).

· Identify with the Logistics Manager the new suppliers and make permanent research of new sources of supply on the benefit of the organization.

· Drafting framework, good and service contract according to the Hungarian law, and follow-up for their renewal.
· Do quality/quantity control for all supplies ordered and delivered.

· Update the price lists and supplier files,

· Ensure the implementation of Tdh procurement procedures.

· Ensure the archiving of procurement files and contracts follows Tdh procedures.

· Prepare any kind of report requested by the Logistics Manager.

· Select storage locations according to the needs.
· Ensure that material is stored under suitable conditions. 

· Ensure procedures are followed as stock is checked in and out.

· Ensure that all documentation linked to stock is complete and correct.

· Elaborate monthly physical and digital stock inventory.

· Ensure quality of store management and reporting.

· Ensure the quality of the transport and delivery of all stock items.

· In close collaboration with the Program team, manage the stock reconciliation.

· Adhere to and enforce current administrative and logistical regulations and procedures

· Provide a monthly report and forecast (Purchase follow up).

· Incident report
· Agree to comply with Tdh Code of Conduct and promote Child Safeguarding policy.Report serious cases of abuse on children that she/he would be aware of in Tdh’s intervention locations. 

Education / Qualifications:  Bachelor’s degree in a relevant field is an asset.

Experience: 
Minimum 2 years of experience in sales/procurement, administration or similar, preferably for                  

                             an international or local organization.


              Experience in managing diverse procurement operations.

Experience in the humanitarian sector is an asset.

Category B driver’s license is an advantage

Competencies

Self-management: Manages oneself, time and priority, shows flexibility, availability and adaptability. Self-developing, Identifies and expresses development needs. Proactive, autonomous, rigorous.

Communication and interaction: Strong interpersonal and intercultural skills. Communicates in a clear, concise, responsible way and constructive way. Listens Actively. Shows negotiation skills. Manages conflict constructively.

Teamwork: Shows solidarity. Cooperates to achieve goals. Supports and advises colleagues. Uses a collaborative attitude within and outside the department. Creates Trust.

Mission orientation: Respects the values defined, shows integrity and ethical values during activities Represents the Mission of Tdh and contributes to it. Acts in Tdh interest.

Languages: 

Native Hungarian. Fluent English in written and oral.

IT Knowledges: 
Advance IT knowledge (hardware and software, Microsoft Office, Share Point).

If you are interested and meet requirements, please send your CV + motivation letter including your  earliest start date in English to the email address: recruitment@tdh-europe.org . Please include in the subject line your name and the position name. 

Incomplete applications and applications arriving after the deadline will not be taken into consideration. 

Due to an anticipated high number of applications, Tdh is not able to respond to every applicant individually. Please note that only short-listed candidates will be contacted for the first interview.

Child Safeguarding Policy: 

To commit to respect Tdh Risk Management Policies including: Global Code of Conduct, Child Safeguarding Policy, Anti-Fraud/Corruption Policy and Whistle Blowing Policy.

