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UMEDA

UMGUNGUNDLOVU

ECOMOMIC DEVELOPWENT AGENGY

uMgungundlovu Economic Development Agency, the entity of uMgungundlovu District hereby invites applications from
committed and innovative individuals for the following vacancy.

VACANCY - SUPPLY CHAIN MANAGEMENT (SCM) OFFICER
(TASK 11) R373 128.96 P. A (exclusive of benefits)

(REF. UMEDA 14/07/2026)
POSITION REPORTS TO: CHIEF FINANCE OFFICER

Requirements:
e ADegree or Diploma in Supply Chain Management, Accountancy, Purchase Management or related field.
e 3-5years experience in a supply chain role. (Public sector experience will be an advantage)
¢ Advanced Computer Literacy
e Knowledge of MFMA / SCM and treasury regulations and MSCOA. Sound knowledge of accounting systems
Sage Pastel will be advantageous
o Certificate in Municipal Finance Management or Certificate program in Municipal Development in line with
minimum regulations on competency level will be advantageous
Strong organisational skills with the ability to multitask and prioritize tasks effectively.
Advanced Computer Literacy
Drivers Licence
¢ Ability to work in a regulatory and compliance driven environment

Job Summary:

The role of SCM Officer is to monitor and maintain the supply chain systems and processes to ensure effective
and efficient management of the supply chain unit in accordance with regulations pertaining to Supply Chain
Management, MFMA, SCM Regulations, PPPFA/Procurement Act (where applicable), Municipal Systems Act,
Treasury Circulars, CIDB and the BBBEE Act. Responsible for buying of various supplies. Make decisions
regarding suppliers, price, terms and delivery time. Involved in the dealing, handiing and scoring of tenders.

Key Responsibilities

Supply Chain Management

o  Assist with the develop of a supply chain demand plan

e Co-ordinates supply chain management and performange related queries.

o Coordinate the implementation of new or revised procurement systems throughout the Agency
e Maintain supply chain management policies and procedures

o Assists in cost management initiatives

e Analysis of supply chain product demand in the Agency

e Mobilise relevant and appropriate SMMEs and their integration into company supply chain
* Monitor, evaluate and respond to the internal audit reports.

o  Monitor compliance with SCM legislation.

s Ensure procurement complies with approved SCM policy.

e Monitor deviations and emergency procurements.

e Maintain procurement compliance registers.

e Monitor fruitless, wasteful, irregular and unauthorised expenditure.




Coordinate Bid Specification committee meetings
Coordinate Bid Evaluation committee meetings
Coordinate Bid Adjudication committee meetings
Prepare committee packs

Record committee resolutions

Publish awards

Notify unsuccessful bidders

Supply Chain Contract Management

Liaising with Service providers

Supplier Database maintenance

Negotiate short — term and long — term supply / service contracts with suppliers together with the CFO
Negotiating with suppliers regarding to price, terms and delivery time

Assist in resolving supplier queries and maintaining relationships with suppliers

Monitor and evaluate suppliers delivering goods, materials or services to the Agency

Monitor the customer experience and produce reports both internally and across the supply chain to improve
performance

Monitor contract expiry dates

Maintain contract Register

Process contract amendments

Monitor supplier performance

Ensure SLA compliance

Track deliverables

Monitor guarantees and securities

Tender Administration

Coordinate all tenders and procurement processes.

Responsible for ‘Tender Box', as they are called for and advertised in the press.

Sourcing of information on tenders, placement of the advert and making necessary arrangements with media.
Recording who tenders are from and prices quoted

Attendance of tender meetings

Responsible for the recording of the scores of the tenders, that are received and discussed in the meetings.
Issuing of orders with the preferred supplier

Adherence to procurement policy

Contract Management

Monitor contract expiry dates.
Maintain Contract Register.
Process contract amendments.
Monitor supplier performance.
Ensure SLA compliance.

Track deliverables.

Monitor guarantees and securities.

Administrative Duties

Responsible for the ordering and issuing of stationery

Responsible for ensuring general maintenance on building and equipment, i.e. carpet cleaning, lights, air -
con, printers, efc.

Ensuring availability of refreshments and ordering stock

Responsible for keeping petty cash box accurate and at a certain limit




Demand management and Preferential procurement

e Manage the Demand Management process.

o I|dentify preference points system and appropriate goals per commodity in terms of preferential procurement.
e  Annual Procurement Plan.

Procurement Planning.

Budget alignment.

Market analysis.

Procurement forecasting

Audit and risk management responsibilities
e Prepare procurement files for AGSA,
e Respond to audit queries.
e Implement audit action plans.
»  Monitor repeat audit findings.
s Identify procurement risks.
¢ Monitor supplier risk.
e Detect fraud indicators.
e Report unethical procurement.
e Maintain segregation of duties
e Maintain complete procurement records.

COMPETENCIES, KNOWLEDGE, AND SKILLS

knowledge in supply chain management and MFMA,
Advance Computer skills

Good Verbal and written communication skills
Confidentiality and ethical conduct

Ability to work under pressure and meet deadlines
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UMEDA is committed to the provisions of the Employment Equity Act No.: 55 of 1998 and reserves the
right not to make any appointment. Any appointment that promotes representation in all categories and
levels within the workforce will gain preference.

An Employment Application Form is available on the uMgungundiovu Economic Development Agency
(UMEDA) website. All applicants are required to download, complete, and attach this form along with
their CV when applying for the vacancy.

Please note that the relevant department for this position is the Finance department.

No Faxed or emailed applications will be accepted. If you don't hear from us within 21 working days after the
closing date, regard your application as unsuccessful.

Closing Date: 03 /08 /2026

Submit application and CV's together with certified copies of qualifications, driver's license and ID to Sharme
Rothwell hand delivered to UMEDA Show Grounds, Chief Albert Luthuli St, Town Hill, Pietermaritzburg,
Enquiries directed to Sharne Rothwell, Tel: +27 (0)33 342 3396 or Email: career@umeda.co.za

Mr. Michael Newton — Chief Executive Officer




