
Procurement Officer 

 1 

         
 

OXFORD UNIVERSITY CLINICAL RESEARCH UNIT- NEPAL 

 

Job Description 

 

Job Title:  Procurement Officer, OUCRU-NP 

 

Location: Based at the Oxford University Clinical Research Unit hosted by Patan 

Hospital and the Patan Academy of Health Sciences in Kathmandu, 

Nepal 

 

Responsible to:  Aneeva Shakya, Office Manager 

 

Background:  

 

OUCRU-NP was founded in 2003, it started following a discussion between Prof. Jeremy Farrar 

from OUCRU-VN and Dr Buddha Basnyat (Consultant, Patan Hospital) about typhoid fever. 

Since 2003, the research collaboration has evolved and OUCRU-NP has become a respected and 

integral part of the work of both the Patan Hospital and the Patan Academy of Health Sciences. 

There has been considerable investment in upgrading the hospital laboratories and in training 

young Nepalese clinicians and scientists. The main research focus has been on the most common 

infectious diseases affecting patients at Patan Hospital and in the surrounding areas of Lalitpur, 

with a major focus on enteric fever (Typhoid and Paratyphoid) and other causes of febrile illness 

including typhus, infections of the central nervous system and Hepatitis E. 

 

Responsibilities of the post holder 

 

 The Procurement Officer will report to Office Manager (OM) and will be responsible for: 

 

 Handle overall procurements  

 Maintain records of purchases, pricing, and other important data 

 Deal with customs 

 Handle Maintenance 
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Key duties of the post holder 

 

- To ensure that materials are procured to meet the study schedules and requirements. 

- Procurement of materials in time to suit the project needs. 

- Regular follow up with suppliers, dealers to ensure timely execution of works. 

- Procurement and up keep of equipments and tools. 

- Liaising with team to ensure compatibility of products for use. 

- Arrange visits by third parties to manufacturer’s premises for evaluation of processes, 

witness tests etc. 

- To ensure that materials stored properly. 

- Make necessary customs clearances documents for imported goods and collect the goods 

from Custom Office. 

- Arrangement of required documentation from suppliers as per contract specifications. 

- Coordination with hospital for completion of documentation for proper processing of 

invoices. 

- Assist in the maintenance of an accurate and up-to-date supplier information database for 

regularly purchased items.   

- Apply and implement full anti-corruption risk mitigation in all procurement transaction 

and dealings with Vendors. 

- Perform other duties that may be requested by the Project Director and Office Manager. 

 

Other 

 

- Carry out any duties as reasonably required by the Unit in these areas 

 

 


