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Nama Tugas

Executive (Procurement)

Gred Jawatan

Level 5 (EX12/13)

Jabatan/Bahagian

Jabatan (Contract, Legal & Procurement)

Lokasi

TNEC HQ, Petaling Jaya

Huraian Tugas &
Tanggungjawab

Melapor kepada Lead (Procurement), TNEC. Penyandang adalah
bertanggungjawab terhadap perkara-perkara berikut:-

To provide effective projects development, implementation, operations and
maintenance to support TNEC’s business needs

Customer
Winning customer trust through fast & efficient services, thus improving customer
experience leading towards satisfied customers

Financial
Cost efficiency and cashflow saving via centralisation of financial functions and
operational excellence through automation

People

Developing career opportunities, functional specialization, and retaining new skills to
create F&CS subject matter experts in Finance, Procurement & Strategic
Management & Organizational Development.

Accountability & Responsibility

1. Procurement Governance, Compliance & Audit

e Ensure compliance with all internal and external procurement policies,
procedures, governance requirements, and regulatory standards,
including TNEC/TNB Procurement Policies & Procedures (PPP), ISO
9001 requirements, and others applicable corporate guidelines.

e Serve as the focal point for Procurement governance matters, including
coordination TNB Group Internal Audit (GIA), ISO 9001 surveillance and
recertification audit, external audit, and other compliance reviews.
Monitor the implementation, effectiveness, and timely closure of audit
findings and management action plans.

e Oversee the maintenance, implementation, and continual improvement
of TNEC Procurement Policies & Procedures (PPP) the ISO 9001 Quality




Management System, including the review and enhancement of
procedures, work instructions, governance documentation, and internal
controls.

Tender & Commercial Management

Manage end-to-end tendering activities, including the review of tender
documents, tender briefing, tender floating clarification processes, tender
closing, and procurement approvals.

Review and quality assure procurement approvals memorandum to
ensure compliance with TNEC Procurement Policies & Procedures
(PPP), completeness of supporting documentation, and readiness for
submission to the Relevant Approving Authority (RAA).

Serve as the Secretariat to the relevant Tender Committees and
Approving Authorities by coordinating meeting schedules, managing
agendas and meeting papers, facilitating deliberations, recording
resolutions, and ensuring the timely execution and communication of
procurement decisions.

Evaluate tender submission as a member of the Tender Committee
(TEC), covering both technical and commercial aspects, and prepare
Tender Evaluation Reports (TER) for the Originating Department.
Conduct commercial evaluations, cost analyses, and participate in
commercial negotiations with vendors and contractors to achieve
optimum value while ensuring compliance with technical specifications,
contractual requirements, and procurement governance.

Procurement Operations & Vendor Management

Source and procure direct and indirect materials, works, and service from
qualified vendors in accordance with approved procurement policies and
procedures.

Provide procurement governance and commercial advisory support to
Project and Contract Management teams throughout the project lifecycle,
including procurement planning, sourcing strategies, tender
administration, contract variations, procurement approvals contract close-
out-activities, and procurement risk management, ensuring compliance
with TNEC Procurement Policies & Procedures and effective project
delivery.

Liaise and coordinate with internal stakeholders and external vendors to
ensure the effective execution of procurement activities and the timely
resolution of procurement-related matters.

Maintain complete procurement records and documentation to support
governance, compliance, audit, statutory, and business requirements
Maintain complete procurement records and documentation to support
governance, compliance, audit, statutory, and business requirements.

Process improvement & Strategic Initiative

Develop, review, and continuously enhance procurement policies,
procedures, guidelines, work instruction, and governance documentation
to strengthen internal controls, operational efficiency, and procurement
best practices.

Drive and coordinate Procurement Department initiative including
procurement awareness program, governance initiative, continuous
improvement projects, and capability development activities.

Support and implement strategic initiative and transformation program
including ESG, e-Commerce digitalization, and other corporate initiative
across TNEC and the TNB Groups.




KPls

% Internal Customer Satisfaction Index
% Vendor Satisfaction Index

% Price Reduction from Negotiation

% Budget Utilization

Procurement Lead Time

Procurement Procedures & Compliances
Sourcing Activities & Database update

End Products

Annual

e Operational cost within targeted budget.
e Saving against budgeted costs of works, equipment and services.

Monthly

e Monthly Procurement Report

Syarat-Syarat
Kelayakan

Bachelor’s degree in Procurement and Supply Chain Management.
Professional Certification in procurements (e.g CIPS) will be an added
advantage.

In depth knowledge/experience in procurement or supply chain as well in
Strategic & Operations Risk Management.

Hands on experience in Tendering and Sourcing, contract administration and
negotiations, vendor management, purchase orders, and procurement
systems, knowledge of procurement policies and governance.

Ability to work independently with minimal supervision and manage end-to-
end procurement activities.

Leadership Competency

Vision

Business Acumen
Engaging Others

Self & People Development
Accountability

Results Orientation

Risk Management

Functional / Technical Competency

= Knowledgeable in electrical systems and equipment operations

= Knowledgeable in mechanical system and equipment operations

= Knowledgeable in the HVAC and District Cooling System operations

= Hands-on experience in process control, troubleshooting and problem
solving

= Conversation in various computer applications

= Good communication skills in English and Bahasa Malaysia

= Able to independently evaluate, select and apply standard engineering
techniques, procedures and criteria, using judgment in making minor
adaptations and modifications

Networking

= Other Units, Department, Divisions, Subsidiaries in TNB

= Consultants

= Contractors

= Other Government Agencies

Tarikh Tutup 14 Ogos 2026 (Jumaat)

Permohonan




e (Calon-calon yang berminat bolehlah membuat permohonan menggunakan

Cara borang permohonan yang dilampirkan bersama ini dan dihantar kepada:-
Memohon
Chief People Officer
People Management Department
TNB Engineering Corporation Sdn Bhd
Nota Pemohon adalah diminta untuk memastikan bahawa permohonan tersebut telah

mendapat kelulusan daripada Ketua Unit/ Jabatan/ Bahagian masing-masing.

Hanya pemohon yang disenarai pendek sahaja akan dijemput untuk menghadiri
sesi temuduga.




