
 
Job Code REC.2022/02:LOG 

Job Title Procurement Assistant 

Reports to Procurement Officer/Supervisor 

Department/Unit Logistics/Defence & Security 

 
Roles & Responsibilities, not limited to:  

 Research and outsource potential suppliers for new demands. 

 Formulate and execute strategic sourcing in order to identify and effective research 
mechanism for potential suppliers. 

 Evaluate supplier’s quotation to ensure that they are in line with the technical and 
commercial specifications required for the demand for quotation report compilation. 

 Build relationships with suppliers and negotiate with them for the best terms and pricings 

 Ensure suppliers’ performance and deliverables comply with RBTS standards. 

 Maintaining good customer relations and to provide a positive experience. 

 Maintain accurate records of discussions or correspondence with customers.  

 Prepare and maintain records, files and data entry. 

 Prepare and update data capture/statistics and reports of demands. 

 Assist in the coordination with relevant internal stakeholders as required, and escalate any 
discrepancies to suppliers and management. 

 Adhere to RBTS’s procurement policies and procedures. 
 

 
Job Requirements:  

 Minimum National Diploma in relevant field or equivalent level. 

 Minimum of three (3) years of experience as Procurement Assistant or similar position. 

 Proficiency in Microsoft Office and purchasing software. 

 Strong communication, strategic thinking and negotiation skills. 

 Strong attention to details. 

 Be dedicated to customer satisfaction and great customer experience. 

 Have the ability to multitask and have a collaborative attitude. 
 

 
Key Competence Required, not limited to:  

 Ensure a consistent standard of customer service. 

 Leverage skills sets to solve procurement sustainability problem and mitigation. Nurturing 
critical thinking and analyzing any situation to determine a course of action. 

 Hardworking, self-motivated and a team player with strong interpersonal and 
communication skills. 
 

 
Dimension:  

 Provide Line Supervisor with an updated statistics and status reports. 

 Support the sub-unit as needed. 

 Facilitate discussions, internal and external, on process efficiencies and drive the program 
until successful closure. 

 


