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ORGANISATION OVERVIEW

The Science for Africa Foundation (SFA Foundation)  is a non-profit, public charity 
organisation that supports strengthens and promotes science innovation in Africa. The goal 
of the SFA Foundation is to address the continent’s most pressing developmental needs by 
generating scientific knowledge that solves problems and informs decision-making.

We serve the African research ecosystem by funding excellent research and innovation 
ideas; enabling interdisciplinary collaboration among researchers, building and reinforcing 
environments that are conducive for scientists to thrive and produce quality research that 
generates new, locally relevant knowledge.

The SFA Foundation takes a holistic approach to the development of science. Our 
programmatic initiatives are crafted to cater to the entire science ecosystem and span 
across the value chain from early discovery sciences to translation sciences and target 
cross-cutting gaps.

Our commitment to strengthening the entire research ecosystem is reflected in the creation 
of major science and innovation programmes implemented through a well-established 
grant-making scheme, advocacy and promotion of scientific excellence, emphasis on intra-
Africa collaboration and evidence-based policy-making mechanisms.
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The Procurement Officer is responsible for sourcing and purchasing goods and 
services essential to our mission, while ensuring compliance with organizational 
policies and government regulations. The ideal candidate will provide day-to-
day procurement support to user departments and external stakeholders with the 
main aim of achieving SFA Foundation’s procurement management objectives 
which encompass efficiency, effectiveness, equity and cost effectiveness in all 
procurements.

POSITION OVERVIEW

Principal Duties & Responsibilities

Procurement Policies and Procedures
	} Assist in reviewing and updating the SFA Foundation procurement 

policy.
	} Support the development of Standard Operating Procedures (SOPs) 

and workflows.
	} Conduct sensitisation sessions for SFA Foundation staff to ensure 

understanding of the procurement policy.
	} Ensure proper constitution of ad hoc procurement committees for 

timely and consistent decision-making.

Supplier / Vendor management

	} Maintain positive relationships with SFA Foundation suppliers.
	} Manage the selection and registration of suppliers in the organization’s 

system.
	} Participate in the prequalification process for suppliers.
	} Implement the Approved Vendor List and conduct supplier 

performance appraisals.
	} Address supplier queries and complaints, escalating issues when 

necessary.
	} Ensure timely approval and support for submitted invoices.
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Tender Process Management

	} Develop tender documents and obtain necessary 
approvals.

	} Advertise and receive proposals, formulating ad hoc 
committees when required.

	} Conduct tender analysis, monitoring, and reporting for 
competitive cost analysis.

	} Lead tender negotiations with selected bidders and 
debrief unsuccessful bidders.

	} Coordinate the implementation of tender committee 
recommendations and decisions

Sourcing

	} Review and act on requisitions from users promptly.
	} Identify and contact required vendors for RFQs, RFP, and 

EOI submissions.
	} Conduct market surveys for cost-effective proposals 

and day-to-day operations.
	} Provide guidance to users on the appropriate 

procurement methods as per the procurement policy.
	} Prepare bid analysis reports and lead negotiations with 

selected bidders.
	} Handle goods and works receipt, inspection, and 

acceptance.
	} Provide feedback to vendors.

Contracts Administration

	} Seeking approval for fully reviewed contract as per the 
contract approval workflow. 

	} Sharing contracts with vendors for execution. 
	} Processing of Local Purchase orders (LPOs) in the 

procurement system (NetSuite) and sharing fully approved 
LPOs to vendors to facilitate delivery. 

	} Enforce service agreements with vendors and ensure timely 
renewals and terminations.

Risk Management  

	} Identification of potential risks / red flags to the SFA 
Foundation and escalating to the relevant oversight authority. 

	} Ensure implementation of approval matrix as provided by the 
policy and ensuring segregation of duties. 

	} Supporting internal and external audits of the procurement 
processes and implement  audit recommendations.

Procurement Training

	} Collaborate with the Procurement Manager to identify the 
procurement training needs.

	} Conduct induction of new  staff.
	} Sensitisation of staff on provisions in the procurement policy 

and SOPs.

Principal Duties & Responsibilities
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Reporting

	} Assist in preparing quarterly procurement reports and 
ad hoc reports as needed.

Filing

	} Maintain proper filing of fully executed contracts, 
LPOs, invoices, and procurement documents in the 
Document Management System (DMS).

Invoice Management

	} Follow up on invoices from vendors and reconcile 
vendor statements.

	} Facilitate VAT exemption application process by 
obtaining Tax Compliance Certificates and ETR receipts.

	} Generate Goods Received Note (GRN) and perform a 
three-way match for finance payment.

Asset disposal
	} Provide technical guidance and prepare reports on 

asset disposal activities.
	} Guide on cost-effective asset disposal methods in 

accordance with policies and regulations.

System Implementation and Support

	} Support users in the implementation of the 
Procurement System (NetSuite) and escalate issues to 
the Procurement Manager.

	} Conduct training for users on the procurement system 
and ensure continuous improvement of the system.

Person Specifications

Qualifications – Academic and Professional

	} A minimum of a bachelor’s degree in business 
administration, supply chain management, or related 
field from a recognized institution.

Experience 

	} A minimum of Five (5) years’ relevant experience. 

Knowledge, Skills and Attributes

	} Must have a high level of integrity.
	} Must understand and demonstrate the Foundation’s 

values such as respect, accountability, excellence, 
diversity and inclusion. 

	} Must demonstrate the ability to build strategic 
relationships.

	} Must be an effective communicator and have excellent 
problem-solving skills.

	} Must be a critical thinker and innovative.
	} Must demonstrate the ability to make decisions, plan, 

organise and manage work.
	} Must have a high level of adaptability, engagement 

readiness and fast thinking.
	} Must have the capability to initiate action and be keen 

on quality.
	} Must be attentive to details.
	} Must demonstrate the ability to collaborate and build 

trust with others.
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HOW TO APPLY
Should you meet the above requirements, please submit a cover letter and a current 
Curriculum Vitae not exceeding 5 pages including three professional referees to recruitment@
scienceforafrica.foundation with the name of the vacancy as the e-mail subject.

The cover letter should be no more than two pages long and explain why you are interested in this 
post and how your skills and experience make you a good fit. The documents should be saved in 
MS Word or PDF in the following format: Your First Name-Your Last Name-Document Name-Date 
(mmyy) e.g., Deus-Wan-CV-092022-SFA Foundation or Deus-Wan-CoverLetter-092022 -SFA 
Foundation.

APPLICATIONS WILL BE REVIWED ON A ROLLING BASIS

ScienceforAfricaFoundation

www.scienceforafrica.foundation
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SFA Foundation has a commitment to safeguarding people and our environment and this forms 
part of our background checks.
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