

	 
	 
	 
	 IRM Energy Ltd. 
LET'S CREATE THE FUTURE
JOIN OUR TEAM

	 

	 
	 
	 
	 
	 

	 
	[image: ]
	 

	 
	JOB DESCRIPTION
	 

	 
	Position Level: Sr. Executive
	Department: Contracts & Procurement  
	 

	 
	Location: Head Office, Ahmedabad
	Reports to: C&P Head
	 

	 
	 
	 
	 
	 

	 
	COMPANY OVERVIEW
	 

	 
	 
	 
	 
	 

	 
	IRM Energy Ltd, formerly known as IRM Energy Pvt Ltd (a Group Company of Cadila Pharmaceuticals Ltd) is an integrated value driven energy enterprise developing Natural Gas distribution projects (CNG: Compressed Natural Gas & PNG: Piped Natural Gas) across districts in the country for customers in industrial, commercial, domestic and transport sector. The company is committed towards contributing to the energy need of its consumers.
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	Job Summary 
	 

	 
	 
	 
	 
	 

	 
	Responsible for managing end-to-end procurement and contract activities, including negotiation with suppliers and subcontractors, issuing purchase orders, and ensuring timely delivery of materials and equipment. Ensures compliance with budgets and SOPs, maintains vendor records, manages inventory, resolves contract or invoice disputes, and implements strategies for cost optimization and process efficiency. Coordinates with internal departments and prepares MIS reports to support smooth project execution.
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	Key Responsibilities
	 

	 
	· 
	· 
	· 
	 

	 
	· Ensure compliance to Budgets, Standard Operating procedures (SOPs) and provide analysis of deviations, if any.
· Preparation of Estimates.
· Negotiate pricing contracts with contractors and suppliers.
· Issue purchase orders for procurement and expedition of materials.
· Maintain record of all purchases, delivery timelines and coordinate with the vendors for deliveries.
· Maintain record of contractor and supplier’s Bank Guarantees and ensure that they are up-to-date at all times.
· Develop and implement new purchasing strategies to deliver ongoing cost reductions drive and process simplification.
· Assist in settling invoice or contract disputes.
· Handle change order requests.
· Prepare MIS reports.
· Coordination with functional team and Stores In-charge.
· Processing of invoices against GRN and ensure timely payment.
· Handling internal and external audit queries.
· Knowledge about GST and other taxation related to procurement and services and internal transfer of materials.
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	Required Qualifications
	 

	 
	 
	 
	 
	 

	 
	B.tech/Materials Management
3 to 6 years (relevant experience) 
Extensive experience in supplier negotiation, contract management, and procurement strategy development.
Proven ability to manage large, complex procurement projects, including managing vendor relationships and resolving conflicts.
Strong understanding of procurement processes, risk management and industry standards.
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	Skills & Competencies
	 

	 
	 
	 
	 
	 

	 
	· Excellent communication skills and ability to communicate with contractors, suppliers and clients.
· Excellent negotiation skills.
· Excellent problem-solving abilities and experience with complex transactions with little supervision.
· Excellent computer skills (ERP, SAP, MS Office etc.) and the willingness to learn IRM specific software for C&P department.
· Excellent time management.
· Ability to handle multiple procurement cycles at same time.
· Excellent in documentation skill. 
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