
 

 

 

About Habitat for Humanity India 

Driven by the vision that everyone needs a decent place to live, Habitat for Humanity 

India began in 1983 as a grassroots effort. The housing organisation has since grown to 

become a leading housing nonprofit that has helped over tens of thousands of families in 

India build or improve a place they can call home.  

Through its housing, WASH (Water, Sanitation, and Hygiene) and housing disaster 

resilience and response programmes, Habitat for Humanity India has positively impacted 

the lives of over 8.04 million people across the country. Through financial support, 

volunteering or adding a voice to support affordable housing, everyone can help families 

achieve the strength, stability and self-reliance they need to build better lives for 

themselves. Through shelter, we empower. To learn more, donate or volunteer, visit: 

www.habitatindia.org 

Job Description – Manager (Procurement) 

Section 1: Basic Details 

Role Title Manager 

Reports To Manager - Administration and 
Procurement 

Department Procurement 

Base/Work Location New Delhi 

Section 2: Purpose of the Role 

The purpose of the role is to oversee the entire procurement process for Habitat India’s 

goods and services. This role coordinates procurement and purchasing practices across 

all levels and locations, facilitates procurement plans, develops and updates 

procurement policies, procedures, and strategies, oversees office facilities management, 

and ensures regulatory compliance. 

Section 3: Key Responsibilities 

• Lead cost-efficiency initiatives and prepare procurement plans and monthly reports. 

• Manage vendor accreditation, tendering, negotiations, contracts, purchase orders, 

and supplier records. 

• Support the Procurement Committee through documentation, market research, and 

supplier selection. 

• Ensure compliance with Habitat, donor, and government procurement regulations 

and record retention. 

• Promote procurement best practices and build staff capability. 

• Oversee office administration, facilities management, health & safety, permits, travel 

reporting, and regulatory compliance. 
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• Maintain and adhere to safeguarding practices. 

Section 4: Knowledge, Experience & Skills 

Education 

• Bachelor's degree in a relevant discipline (preferably with professional education in 

SCM & Procurement). 

• MBA in Supply Chain (preferred). 

Experience 

At least 5 years of procurement and purchasing experience plus 2 years of 

administration experience. Knowledge of Indian procurement regulations, international 

procurement standards, contracting, and contract management. 

Technical & Behavioural Skills 

Technical: MS Office (Word, Excel, PowerPoint, Outlook), licensing and bonding 

requirements. 

Behavioural: Relationship building, interpersonal skills, collaboration, negotiation, 

customer service, analytical ability, communication, presentation skills, and willingness 

to travel. 

Section 5: Key Interactions 

Internal Programs, HoDs, staff from other 
departments 

External Vendors, Asia Pacific Office personnel 

Values & Safeguarding 

Support HFHI Values: Humility, Courage, and Accountability. 

Comply with safeguarding responsibilities and promote a safe environment for 

beneficiaries, communities, and colleagues. 

Safeguarding:  

At Habitat for Humanity India, we are committed to a culture of safeguarding and 

ensuring the safety and well-being of all individuals, especially children, involved in our 

programs. We uphold a strict zero-tolerance policy towards any form of harm or abuse. 

We expect all employees to adhere to our safeguarding behavioural code of conduct, 

prioritizing the best interests of the child and promoting a speak-up culture.  

.---------------------------------------------------------------------------------------------------------------------

--------------- 

Interested candidates should submit their application to recruitment@habitatindia.org 

with the subject line “APP: Designation – Location_Full Name”. 

 


