
Virgin Islands Waste Management Authority 
Job Vacancy Announcement 

Procurement Manager 
St. Croix 

SALARY:  $60,000.00 

DEADLINE: July 21, 2017 

Essential Duties and Responsibilities:  Include the following along with all other 

duties as assigned by the Director. 

 Proactively manage contractual agreements to include contract terms, expiration dates,

and amendments

 Serve as primary liaison between contractors, vendors, employees and project

managers

 Organize and secure comprehensive system for retrieving documentation with regards

to contract matters

 Facilitate the competitive bidding process to include scheduling and conducting pre-

bid meetings, distribution of contract documents and publication of advertisements for

bids and proposals

 Conduct public bid openings and ensure the integrity of the bidding process through

competitive bidding

 Facilitate and administrator evaluation and negotiation meetings and enforce

procurement policies and guidelines

 Assist project managers with mediating issues which arise during the contracting

process

 Compile and furnished monthly reports on the status of all active contracts

 Ensure adherence to insurance, licensing, bonding and other legal requirements for all

active contracts

 Maintain a comprehensive electronic filing system of proposals, bids and contracts

processed

 Develop and maintain automated database for management reports

 Participate in contract evaluations and negotiations as required

 Ensure the timely review and processing of invoices received from contractors and

provide direction on payment issues

 Communicate with vendors over status of payments and any disputed and answer

questions posed by contractors and project managers on payment request issues

 Act as liaison with accounts payable department on all issues arising over the

processing of invoices.

 Develop and tracking logs for procurement and contracting system

 Ensure the verification of bid and payment bond documents



 Prepare management reports as required and respond to requests for information from 

internal and external auditors 

 Review and approve all procedures pertaining to payments, time scheduling, material 

change order billings, etc; assist in the processing of contract amendments and change 

orders in resolution of contract disputes 

 Assist with inventory and asset management 

 Assist with preparation of Purchase Orders 

  

  

Education and Experience: 

 

 A Bachelor degree from an accredited college or university in Business 

Administration, Public Administration or related field.  

 A minimum of three (3) to five (5) years experience in contract administration or 

related organizational fields. 

 Previous experience in public sector strongly recommended. 

 
 

Virgin Islands Waste Management Authority is an Equal Opportunity Employer 


