
 
 
 
 
 

Job Opening 
Staff Position #2500 

 
General Description 

Position Title: Acquisitions Clerk 
Name of Department:  Department of Operations 
Location of Position: Headquarters 
Length of Appointment: Indefinite 

Statement of Qualifications 
Essential Qualifications for the Position: 
 

· Certificate in the fields of business administration 
and/or acquisitions-related processes. 

· Demonstrated experience in acquisitions-related 
processes and administration.  

Knowledge Required: . MS Office (MS Word, MS Excel, Outlook) 
. Invoicing Software  
. Electronic Invoicing  
. Knowledge of Spanish and English (written and 

spoken) 
Abilities and Skills: · Internet research 

· Customer Service skills  
· Communication skills  
· Problem-solving skills 
· Ability to multi-task  
· Excellent writing and grammar skills 

Personal Suitability: 
 

. Detail oriented and orderly 

. Teamwork oriented 

. Dynamism, versatility and creativity, excellent 
people skills, effective interpersonal relations, 
strong values and ethics aligned with those of the 
institution, tolerance for ambiguity, gender 
sensitivity and a willingness to work overtime when 
necessary, are all important.  

. The job requires dealing with providers, students, 
resident and visiting faculty members, and 
University management-staff, as well as with 
numerous guests and visitors, from around the 
world. 

Job Description 
 
General Responsibilities for the Position: 
 

· Provides general administrative and operative 
assistance to the Acquisitions Officer, while 
performing tasks such as filing and keeping track of 
purchase requests, purchase orders invoices and 
inventory. 



 
 
 
 
 
Specific Responsibilities for the Position: 
 
 

. Responsible for attending to internal clients and 
delivering office supplies. 

. Support the acquisition process following 
administrative and financial procedures and taking 
into account UPEACE’s interests and inventory 
requirements (stock minimum). 

. Keep office supplies properly stored in an orderly 
manner within the acquisitions unit.  

. Prepare comparative charts for decision-making 
purposes (purchases) when required by the internal 
procedure, or when requested by the Acquisitions 
Officer. 

. Process purchase requests, payment requests and 
purchase orders as needed and keep track of them 
using an internal control system. 

. Scan all purchase orders as they come in and keep 
appropriate files. 

. Update the purchase and service request database, 
(date and number of invoices, date and number of 
the purchase orders, provider ID, date of payment 
request and amount). 

. Carry out physical inventory as needed throughout 
the year to guarantee the reliability of the 
information; conduct one final inventory at the end 
of the fiscal period.  

. Coordinate errands with the transportation unit, 
when required. 

. When needed, and based on previous training, act 
as back-up for members of the Department. 

. Update the Office Supply Inventory database and 
present a monthly report to the Department of 
Finance and Administration. 

. Check the quality and condition of the 
products/equipment/goods ordered as they are 
received and report any anomalies to the provider 
immediately. 

. Provide support as needed by the immediate 
supervisor or Head of Department.   

Please submit your resume (maximum three pages) in the English language, along with a cover letter 
explaining your interest in the position, by 29 March 2019. Your application should be sent in electronic 
format to the following e-mail only: jobshr@upeace.org; please refer to position #2500. At the end of 
the application period, the selection board will review all applications and contact only those candidates 
that will continue to the next phase of the selection process.  
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