


Department of IT, Good Governance & Science Technology,
Government Of Uttarakhand

IT Bhawan Plot No. IT-07, Sahastradhara Rd, IT Park, Dehradun, Uttarakhand

JOB DESCRIPTION:
# Particular Description
01 Position Name Manager - Contract Management & Procurement
02 Domain Expertise Contract Management & Procurement
03 Number of Openings 01
04 Positioned at ITDA, Dehradun
05 Engagement Type Contractual
06 Engagement Terms Minimum Period for 03Years + 2Year based on performance
07 Leaves As per prevailing Organisation Policy
08 Compensation/ Professional Fees INR 1,15,000.00
09 Other provisions Laptop or Desktop, Work Space, any other requisite to fulfil

the duties smoothly.
10 Mode of Application ONLINE ONLY (https://itda.uk.gov.in/career)
11 Last date of Application (until extended) 02/Apr/2024 05:00 PM

Qualifications:

Educational Background:
 Graduate & MBA in Finance from UGC approved University in regular mode
 Having Experience of Procurement & Store Management Contract Management & Contract Legal
 Having knowledge of Word, Power Point, Excel
 Minimum 05 Years’ experience in Procurement & Contract Management
 Having work experience on Green Notesheet/ Noting writing

Key Responsibilities:

 Draft, evaluate, negotiate and execute contracts
 Establish and maintain supplier relationships by serving as a single point of contact for contractual matters
 Manage record keeping for all contract-related correspondence and documentation
 Provide contract-related issue resolution, both internally and externally
 Monitor and complete contract close-out, extension or renewal, as appropriate
 Communicate contract-related information to all stakeholders
 Assist in compliance with mandatory standards & prevailing rules

Desirable activities performed/ tasked:

 In-depth knowledge of Uttarakhand State Procurement Rules.
 In-depth knowledge & exposure to CVC guidelines.
 Awareness of ADB Procurement Policy/Guidelines for funded projects.
 Experience of GeM & Uttarakhand state e-Procurement Portal.
 Experience of studying DPR & preparation of RFP/RFQ/EOI/etc.
 Experience in project procurement life-cycle in government projects, preferable of IT projects.
 Demonstrated negotiation and problem-solving skills
 Strong contract modeling software skills
 Robust skills in Microsoft Office software, including Word, Excel, PowerPoint, Access, Project and Visio
 Ability to meet project objectives within designated constraints
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