VACANCY

The CT Hotel has the following vacancy available:
Purchasing Manager
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Job Purpose: The successful candidate will be responsible for managing the hotel's procurement function, ensuring that all departments receive quality products and services at competitive prices, while maintaining appropriate stock levels and strict purchasing controls.

Main Functions:

· Manage the hotel's day-to-day purchasing and procurement activities.
· Source food, beverages, housekeeping supplies, amenities, engineering supplies, stationery and other operational requirements.
· Obtain and compare supplier quotations and negotiate competitive pricing and terms.
· Regular price benchmarking
· Develop and maintain strong relationships with approved suppliers.
· Identify new suppliers and alternative products where appropriate.
· Ensure all purchases comply with approved budgets, purchasing procedures and hotel standards.
· Monitor market prices and identify opportunities for cost savings without compromising quality.
· Process purchase orders accurately and ensure appropriate authorisation is obtained.
· Coordinate with Finance, Food & Beverage, Kitchen, Housekeeping, Engineering and other departments regarding purchasing requirements.
· Monitor stock levels, par levels, lead times and delivery schedules.
· Assist with regular stock counts and investigate discrepancies.
· Monitor slow-moving, excess and obsolete stock.
· Ensure goods received correspond with purchase orders, specifications and agreed pricing.
· Resolve supplier discrepancies, shortages, damaged goods and invoice queries.
· Maintain accurate procurement records and documentation for audit purposes.
· Monitor supplier performance, quality, delivery times and service levels.
· Ensure compliance with the hotel's approved supplier and procurement policies.
· Support budget preparation and ongoing departmental cost-control initiatives.
· Prepare purchasing reports and provide management with relevant procurement and cost information.
· Continuously identify opportunities to improve purchasing processes and operational efficiency.
· Ensure procurement practices support the hotel's sustainability and responsible sourcing objectives where applicable.


Minimum Requirements:

· Grade 12 / Matric.
· Relevant tertiary qualification in Procurement, Supply Chain Management, Purchasing, Hospitality Management or a related field is advantageous.
· At least 3–5 years' purchasing/procurement experience, preferably within a hospitality environment.
· Proven experience managing multiple suppliers and purchasing categories.
· Strong negotiation and supplier-management skills.
· Good understanding of stock control and inventory management.
· Strong financial and numerical skills.
· Excellent Microsoft Excel and Microsoft Office skills.
· Experience with hotel procurement, inventory or ERP systems.
· Knowledge of food, beverage, housekeeping and hotel operational supplies will be advantageous.
· Knowledge of South African hospitality procurement practices and supplier requirements.
· Own reliable transport and a valid driver's licence must be an essential requirement

Should you wish to apply for the above position, please do so by submitting your CV to Phuti Mahanyele on email phuti.mahanyele@cthotelpretoria.com

The closing date for internal application is :23 October 2026.
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