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Open to Internal and External Candidates 
 
                    Position Title : [Call Extension] Procurement Coordinator 
                     Duty Station : Lima, Perú 
                      Classification : General Service Graded – G6 
        Type of Appointment : Special Short Term, six months with possibility of 

extension 
        Estimated Start Date : As soon as possible 

 
                    Closing Date   : February 12th 2023 

 
 
Established in 1951, IOM is a Related Organization of the United Nations, and as the leading 
UN agency in the field of migration, works closely with governmental, intergovernmental and 
non-governmental partners. IOM is dedicated to promoting humane and orderly migration for 
the benefit of all. It does so by providing services and advice to governments and migrants. 
 
 
 
 
 
 

Context:  
 
Under the overall supervision of the Resources Management Officer (RMO) in Lima and direct 
supervision of the Procurement and Supply Chain Officer; and, in collaboration with relevant 
units at Headquarters and the Administrative Centres, the successful candidate will be 
responsible and accountable for managing the procurement coordination with one 
procurement team in IOM Peru. 
 

Core Functions / Responsibilities:  
 

1. Coordinate with the Procurement and Supply Officer on the strategic planning for 
procurement and logistical needs for the Programs or Sub Offices in the Mission. 

2. Support the Procurement Officer in supervising one Procurement team in 
conducting overall logistics and procurement activities within the Country Office, 
including procurement, supply, service, and other contractual agreements, 
checking that all critical work and documentation are in order, on time and of high 
quality. 

3. Guide the Projects Managers to develop procurement plans for existing and newly 
developed projects, including consolidating project procurement plans within the 
mission that enables strategic sourcing. 

4. Monitor inside the procurement team the update information and database for 

IOM is committed to a diverse and inclusive environment. Internal and external candidates 
are eligible to apply to this vacancy. For the purpose of the vacancy, internal candidates are 
considered as first-tier candidates. 

 
 
 



Page 2 / 6 
 

vendor accreditation and evaluation process to ensure availability of pool reliable 
vendors to address the needs of the country office. 

5. Coordinate with the procurement staff designated the update tracking system to 
account for commodities, supplies and equipment in various sub-offices. Monitor 
tracking system and ensure that it is functioning properly. 

6. Train and supervise one procurement and supply team in Peru ensuring that they 
conform to established procedures and assist in producing monthly and regular 
reports. 

7. Oversee the proper maintain of procurement filing systems and records keeping 
management in relation to the processes issued by the procurement team.  

8. Work with the programs or the sub offices by providing guidance in preparing and 
issuing the proper documents for the procurement processes such as ToR or 
technical specifications. Verify the processes are done fairly, transparently and in 
accordance with the set rules and regulations under the IOM Procurement 
Manuals. 

9. Provide technical guidance to the programs and sub offices for the implementation 
of a PR and PO tracking system to ensure proper tracking. Also, monitoring of the 
long-term agreements (LTA) procured within the Mission. 

10. Perform such other duties as may be assigned by the supervisor. 
 

Required Qualifications and Experience 
 
Education and Experience 
 

• With studies in business administration or ten years of experience in purchasing 
processes. 

• Experience and knowledge in assisting emergency response processes for immediate 
acquisitions. 

• Diverse experience working on complex projects and emergencies, specifically 
meeting timelines and milestones. 

• Experience in the United Nations will be valued. 

 
Languages 
 

• Fluency in Spanish and English (oral and written). 
 
Skills 
 

• In depth knowledge of the broad range of procurement and supply chain related 
subject areas. 

• Knowledge of purchase orders management. 
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• Knowledge of emergency project management. 

• Knowledge of SAP 

• Knowledge of bidding processes, competitive purchasing processes. 

• Knowledge of Excel and other computer tools 

Required Competencies 
 
The incumbent is expected to demonstrate the following values and competencies: 

 
Values  

 

• Inclusion and respect for diversity: respects and promotes individual and cultural 
differences; encourages diversity and inclusion wherever possible. 

- Shows respect and sensitivity towards gender, culture, ethnicity, religion, sexual  

orientation, political conviction and other differences.  

- Encourages the inclusion of all team members and stakeholders while demonstrating 

the ability to work constructively with people with different backgrounds and 

orientations.  

- Promotes the benefits of diversity; values diverse points of view and demonstrate 

this in daily work and decision making.  

- Challenges prejudice, biases and intolerance in the workplace. 

 

• Integrity and transparency: maintains high ethical standards and acts in a manner 
consistent with organizational principles/rules and standards of conduct. 

 

- Upholds and promotes the Standards of Conduct and Unified Staff Regulations 

and Rules.  

- Delivers on commitments; manages the organization’s resources reliably and 

sustainably.  

- Embraces and encourages transparency, balancing this with the need for 

discretion and confidentiality as appropriate.  

- Maintains impartiality and takes prompt action in cases of unprofessional or 

unethical behaviour.  

- Does not abuse one’s position and acts without consideration of personal gain. 

Is motivated by professional rather than personal concerns. 

 

• Professionalism: demonstrates ability to work in a composed, competent and 
committed manner and exercises careful judgment in meeting day-to-day 
challenges. 

- Demonstrates professional competence and mastery of subject matter and 

willingness to improve knowledge and skills.  
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- Seeks to raise professional standards in self and others through daily work and 

activities.  

- Adapts quickly to change and is decisive and versatile in face of uncertainty.  

- Shows self-control and persistence when faced with difficult problems,and remains 

calm in stressful situations.  

- Is conscientious and efficient in meeting commitments, observing deadlines and 

achieving results. 

 

Core Competencies – behavioural indicators level 2  

• Teamwork: develops and promotes effective collaboration within and across units 
to achieve shared goals and optimize results. 

- Fosters a sense of team spirit by developing a shared understanding, accountability 

and enthusiasm for the team’s work.  

- Displays a high level of cultural awareness, sensitivity to different ways of working 

and leverages individual strengths in order to build a better team.  

- Shares credit for team accomplishments and ensures that the contribution of others 

is recognized.  

- Helps create a positive team spirit, putting aside personal considerations to help the 

team achieve its goals.  

  

• Delivering results: produces and delivers quality results in a service-oriented and 
timely manner; is action oriented and committed to achieving agreed outcomes. 

- Produces high-quality results and workable solutions that meet clients’ needs.  

- Anticipates constraints, identifies solutions and takes responsibility for addressing 

critical situations.  

- Monitors own and others’ work in a systematic and effective way, ensuring required 

resources and outputs.  

- Aligns projects with Organization’s mission and objectives and demonstrates a 
good understanding of the impact of team’s and own work on external and 
internal counterparts. 

 

• Managing and sharing knowledge: continuously seeks to learn, share knowledge 
and innovate. 

- Disseminates and shares knowledge openly and actively contributes to 

knowledge/network communities for topics relevant to area of expertise.  

- Encourages knowledge-sharing across units/departments and ensures that 

knowledge is captured, recorded and disseminated appropriately.   

- Builds networks for the effective communication and exchange of knowledge and 

ideas and puts others into contact with various sources of knowledge.  

- Contributes to an environment that is conducive to innovation and learning. 
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• Accountability: takes ownership for achieving the Organization’s priorities and 
assumes responsibility for own action and delegated work. 

- Proactively seeks responsibility in delivering towards the goals of the Organization.  

- Plans and organizes work with a clear and deliberate focus, ensuring commitments 

are easily identified and progress is widely communicated.  

- Stands by the actions of team or department, publicly accepting ownership.   

- Takes responsibility of own shortcomings and those of the work unit, where 

applicable.  

 

• Communication: encourages and contributes to clear and open communication; 
explains complex matters in an informative, inspiring and motivational way. 

 

- Speaks and writes clearly and effectively.  

- Seeks to share information with others, with due respect for diversity and the 

confidentiality of specific sensitive information.   

- Listens and seeks to understand without bias,and responds appropriately.   

- Shares information and keeps others up to date; actively seeks others' views and 
ideas and respects their contribution. 

Managerial Competencies1 – behavioural indicators level 2 

 

• Leadership: provides a clear sense of direction, leads by example and 
demonstrates the ability to carry out the organization’s vision; assists others to 
realize and develop their potential. 

- Assigns responsibilities fairly and manages performance, taking account of individual 

strengths, workloads and interests.  

- Is inclusive in decision-making and actively seeks feedback from team members and 

colleagues in order to identify opportunities for improvement.  

- Takes sound and timely managerial decisions that are consistent with the 

Organization's vision and purpose.  

- Establishes and maintains relationships with a broad range of stakeholders to 
understand needs and gain support. 
 

• Empowering others and building trust: creates an atmosphere of trust and an 
enabling environment where staff can contribute their best and develop their 
potential. 

- Delegates appropriately to make the most of others’ talents, clarifying expectations 

and allowing autonomy in important areas while providing necessary support.  

- Encourages others to take responsibility for their performance; promotes ownership, 

responsibility and accountability for desired results at all levels.  

- Creates an atmosphere of trust and confidence in which others can talk and act 

without fear of repercussion.   

 
1 As applicable. 
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- Gives proper credit to others, shows appreciation and rewards achievement and 
effort. 

 

• Strategic thinking and vision: works strategically to realize the Organization’s goals 
and communicates a clear strategic direction. 

- Aligns own actions to the Organization’s vision, values and mandate.   

- Translates strategic direction into short and medium-term plans and objectives for 

own team; revises objectives to reflect changes in organizational goals.  

- Identifies key issues/priorities in complex situations and how they may be related to 

one another.   

- Clearly communicates links between the Organization’s strategy and the work unit’s 

goals.   

 

Other 

 

• Solo se considerarán aplicaciones que cumplan con el perfil solicitado. 

• No se considerarán aquellas aplicaciones recibidas en fecha posterior a la clausura 

de la convocatoria o que no se especifiquen el código de referencia. 

• Esta convocatoria está abierta únicamente a ciudadanos nacionales o extranjeros 

legalmente autorizados para trabajar en el país. 

• Cualquier oferta laboral en relación con este aviso especial de vacante está sujeta a 

la disponibilidad de fondos del proyecto. 

• La contratación de esta candidatura está sujeta a la validación de referencias, 

aprobación médica. Se debe contar con el certificado de vacunación COVID completo 

y/o programación de la segunda y/o tercera dosis, así como a la verificación de 

residencia, visa y autorizaciones por el Gobierno local, en caso de ser aplicable. 

 
How to apply: 
 
Candidatos interesados están invitados a postular enviando un correo a rrhhlima@iom.int con 
el asunto: “[Call Extension] RRHH 01_2023 Procurement Coordinator” adjuntando su DNI 
o pasaporte, carta de presentación y CV en formato PDF renombrado de la siguiente manera: 
“CV APELLIDOS_NOMBRES”, hasta el 12 de febrero del 2023 a las 11:59 pm.  
 
Only shortlisted candidates will be contacted. 
 
Posting period: 
 
From 30.01.2023 to 12.02.2023 
 

mailto:rrhhlima@iom.int

