
 

 
Procurement Specialist (12 Month Contract) 
Toronto, Ontario, Canada 
  
 
Apply via this link: 
 
http://m.rfer.us/CBREo1ggt4 

 
JOB SUMMARY  
 
The purpose of this position is to support  the Procurement and Sourcing Team for various 
procurement initiatives including strategic sourcing and management of sourcing data, 
client reporting, document administration  
 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
 
Compiles, analyzes and condenses data into a comprehensive presentation form.  
 
Oversees the tracking and organization of various vendor documents.  
 
Researches suppliers to obtain pricing and specifications based on corporate usage and 
specifications.  
 
Creates paperwork necessary for the acquisition of materials and services.  
 
Interfaces with internal and external customers to provide proactive customer service 
support.  
 
Provides related administrative support to including, but not limited to, scheduling of 
appointments and relaying information to internal and external clients.  
 
Run sourcing initiatives (Request for Proposal) as required 
 
Other duties may be assigned.  
 
  
 
SUPERVISORY RESPONSIBILITIES 
 
No formal supervisory responsibilities in this position.  May provide informal assistance 
such as technical guidance, and/or training to coworkers. May coordinate and assign 
tasks to co-workers within a work unit and/or project.  
 

http://m.rfer.us/CBREo1ggt4


 

To perform this job successfully, an individual must be able to perform each essential 
duty satisfactorily. The requirements listed below are representative of the knowledge, 
skill, and/or ability required. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
  
  
 
EDUCATION and EXPERIENCE  
Associate or Technical Degree or higher in business, supply management, information 
technology or mathematics. Minimum of two years of related experience and/or training.  
  
Knowledge and/or experience in the RFP process  (public procurement) is an asset 
  
CERTIFICATES and/or LICENSES  
None  
  
COMMUNICATION SKILLS  
Ability to comprehend, analyze, and interpret various types of business documents. Ability 
to write reports, manuals, speeches, and articles in a pre-designed style and format. 
Ability to effectively respond to complex inquiries or complaints from clients, co-workers, 
supervisor, and/or management. Ability to present information to an internal department 
and/or large groups of employees.  
  
FINANCIAL KNOWLEDGE  
Requires knowledge of financial terms and principles. Ability to calculate intermediate 
figures such as percentages, discounts, and commissions. Conducts basic financial 
analysis.  
  
REASONING ABILITY  
Ability to understand and carry out general instructions in standard situations. Ability to 
solve problems in standard situations. Requires intermediate analytical skills.  
  
OTHER SKILLS and/or ABILITIES  
Proficient in the use of Microsoft Office Suite applications.  Ability to create presentation 
materials and effectively communicate to the target audience. Basic knowledge of 
database design and relational database principles and practices. Knowledge of 
administration of databases in software development  
  
   
SCOPE OF RESPONSIBILITY  
Decisions made with understanding of procedures and company policies to achieve set 
results and deadlines. Responsible for setting own project deadlines. Errors in judgment 
may cause short-term impact to co-workers and supervisor. 
 
 
 



 

 

Canada Profile 
About CBRE (NYSE: CBRE):  At CBRE, you are empowered to take your career path into 
your own hands. Enjoy workplace flexibility in a global organization with tremendous 
scale. Come experience the employee advantage at CBRE. 

 CBRE Limited is an equal opportunity employer who welcomes and encourages 
applications from all persons regardless of race, national or ethnic origin, colour, age, 
religion, sex, sexual orientation, family status, gender identity or expression, disability or 
any other status or condition protected by applicable federal, provincial or territorial law. 
Accommodations are available on request for all candidates at any time. If you require 
accommodation at any stage of the recruitment process, please contact CBRE Human 
Resources at hrsccanada@cbre.com mailto: hrsccanada@cbre.com or via telephone 1-
866-388-4346. 

 As a leader in real estate services, CBRE's professionals provide exceptional outcomes 
for clients in 60+ countries. Visit www.cbre.ca 
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