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RESPONSIBILITIES

Responsibilities are the combined tasks and duties that must be performed to reach the results in a role successfully.
A Success Profile contains descriptions of the most important responsibilities.

PERCENTAGE OF RESPONSIBILITIES IN THE SP SHOWN BY FUNCTION/SUBFUNCTION

RESPONSIBILITIES

ACCOUNTABILITY

33% 11%

11% 11%

34%

LOGISTICS/SUPPLY CHAIN | PURCHASING/PROCUREMENT (3)

ADMINISTRATION/SUPPORT/SERVICE | DOCUMENTATION/

KNOWLEDGE MANAGEMENT (1)

ADMINISTRATION/SUPPORT/SERVICE | SUPPORT SERVICE (1)

ANALYTICS AND DATA SCIENCE | DATA SCIENCE (1)

OTHER (3)

Procurement |  LOGISTICS/SUPPLY CHAIN |  PURCHASING/PROCUREMENT

Achieve specific procurement goals or provide support to others while following established procurement
systems and protocols.

Contract Requirements |  LOGISTICS/SUPPLY CHAIN |  PURCHASING/PROCUREMENT

Gather and report on information on existing contract performance and provide it as input to the new contract
process for negotiations/renegotiations.
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Contract Management |  LOGISTICS/SUPPLY CHAIN |  PURCHASING/PROCUREMENT

Carry out simple contract management tasks.

Data Collection and Analysis |  ANALYTICS AND DATA SCIENCE |  DATA SCIENCE

Produce accurate reports for others by collecting data from a variety of standard sources and inputting it into
standard formats.

Document Preparation |  ADMINISTRATION/SUPPORT/SERVICE |  DOCUMENTATION/KNOWLEDGE MANAGEMENT

Prepare moderately complex documents using a variety of applications for technology devices, such as standard
office software. Also responsible for gathering and summarizing data for reports.

Information and Business Advice |  GENERAL |  ADVICE

Resolve queries from internal or external customers or suppliers by providing information on policies and/or
procedures, referring complex issues to others.

Operational Compliance |  QUALITY ASSURANCE |  COMPLIANCE/AUDIT

Develop working knowledge of the organization's policies and procedures and of regulatory codes and codes of
conduct relevant to own work, adhering to mandatory procedures to ensure own work is undertaken to the
required standards.

Stakeholder Engagement |  GENERAL |  COMMUNICATION/RELATIONSHIPS

Support stakeholder engagement by arranging actions, meetings, and events.

Administration |  ADMINISTRATION/SUPPORT/SERVICE |  SUPPORT SERVICE

Produce, update, and provide best practice support on a wide range of Microsoft documents, databases, and
other departmental systems.
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TASKS

This role must be able to perform the following tasks…

LEGEND

CORE TASKS SUPPLEMENTAL TASKS

Perform buying duties when necessary.

Compare suppliers' bills with bids and purchase
orders to verify accuracy.

Check shipments when they arrive to ensure that
orders have been filled correctly and that goods
meet specifications.

Approve and pay bills.

Determine if inventory quantities are sufficient
for needs, ordering more materials when
necessary.

Maintain knowledge of all organizational and
governmental rules affecting purchases, and
provide information about these rules to
organization staff members and to vendors.

Track the status of requisitions, contracts, and
orders.

Locate suppliers, using sources such as catalogs
and the internet, and interview them to gather
information about products to be ordered.

Monitor contractor performance, recommending
contract modifications when necessary.

Monitor in-house inventory movement and
complete inventory transfer forms for
bookkeeping purposes.

Prepare purchase orders and send copies to
suppliers and to departments originating
requests.

Prepare, maintain, and review purchasing files,
reports and price lists.

Compare prices, specifications, and delivery
dates to determine the best bid among potential
suppliers.

Review requisition orders to verify accuracy,
terminology, and specifications.

Calculate costs of orders, and charge or forward
invoices to appropriate accounts.

Contact suppliers to schedule or expedite
deliveries and to resolve shortages, missed or
late deliveries, and other problems.

Respond to customer and supplier inquiries
about order status, changes, or cancellations.

Train and supervise subordinates and other staff.

Prepare invitation-of-bid forms, and mail forms to
supplier firms or distribute forms for public
posting. ( if needed)
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Capability incorporates the different skills, behaviors, and competencies that matter most for success

at work.

Skills

This role must be proficient in…

BEHAVIORAL COMPETENCIES

CAPABILITY

Communicates Effectively

Develops and delivers multi-mode communications that convey a clear understanding of the unique needs of
different audiences. For example, listens attentively and takes an interest. Keeps others well informed; conveys
information clearly, concisely, and professionally when speaking or writing.

Manages Complexity

Makes sense of complex, high quantity, and sometimes contradictory information to effectively solve problems. For
example, looks at complex issues from multiple angles; explores issues to uncover underlying issues and root
causes; sees the main consequences and implications of different options.

Ensures Accountability

Holds self and others accountable to meet commitments. For example, accepts responsibility for own work, both
successes and failures. Handles fair share and does not make excuses for problems. Usually meets commitments to
others.

Business Strategy

Applies knowledge of business and the marketplace to advance the organization's goals. For example, understands
the main business fundamentals. Tries to learn the organization's key drivers, industry developments, and trends;
seeks guidance to understand choices.
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Plans and Aligns

Plans and prioritizes work to meet commitments aligned with organizational goals. For example, outlines clear plans
that put actions in a logical sequence; conveys some time frames. Aligns own work with relevant workgroups. Takes
some steps to reduce bottlenecks and speed up the work.

Tech Savvy

Anticipates and adopts innovations in business-building digital and technology applications. For example,
investigates technologies to learn some cutting-edge best practices. Uses digital/social media to benefit the team
and add value to the work being done; understands how to avoid misuse of these tools.

Resourcefulness

Secures and deploys resources effectively and efficiently. For example, identifies and obtains resources needed to
accomplish objectives; identifies different ways to accomplish work when resources are limited. Makes progress
across multiple priorities or responsibilities.

Collaborates

Builds partnerships and works collaboratively with others to meet shared objectives. For example, finds many ways
to add value to the team; probes to draw out richer input from others; is a valued resource who goes out of the way
to help others.

Financial Acumen

Interprets and applies key financial indicators to make better business decisions. For example, gathers the financial
data and metrics essential for the role; interprets quantitative and financial data accurately; seeks guidance, as
appropriate.

Courage

Steps up to address difficult issues, saying what needs to be said. For example, shares own ideas and points of view
openly, regardless of potential criticism or risk; shows conviction when faced with adversity and challenges; raises
difficult topics to be sure they are addressed.
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SKILLS

Data Collection and Analysis

Works at an intermediate level to determine and analyze trends from data that is collected to assist in compiling
reports that will help in decision-making. Typically works with guidance.

No skill components assigned

Costing and Budgeting

Works at an intermediate level to systematically estimate, allocate, and control costs in order to manage financial
resources effectively. Typically works with guidance.

No skill components assigned

Negotiation

Works with full competence to obtain consensus between two or more parties who may have different interests, for
the benefit of the organization. Typically works without supervision and may provide technical guidance.

No skill components assigned

Verbal Communication

Works with full competence to express ideas, request actions, formulate plans, & policies by means of clear and
effective verbal communications. Typically works without supervision and may provide technical guidance.

No skill components assigned

Contract Management

Works at an intermediate level to administer, monitor and manage the provision of services in line with an agreed
contract. Typically works with guidance.

No skill components assigned

Computer Skills

Works with full competence to understand and effectively use standard office equipment and standard software
packages to support business processes. Typically works without supervision and may provide technical guidance.

No skill components assigned
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Action Planning

Works at an intermediate level to review and evaluate recommendations and requirements and to develop
appropriate plans or deliver actions required. Typically works with guidance.

No skill components assigned

Review and Reporting

Works at an intermediate level to create reports, and review reports created by others, for various audiences as
relevant, in a lucid and effective manner, keeping in mind the purpose of reports. Typically works with guidance.

No skill components assigned

Supplier Management Principles

Works with full competence to manage contractual terms, relationships and quality standards with suppliers and
vendors to supply goods and services in line with agreed expectations. Typically works without supervision and may
provide technical guidance.

Conflict Management , Conflict Resolution Techniques , Contract Change Control , Contract invoicing and payment
systems , Escalation , Managing Relationships , Procurement Management Plan , Relationship Building

Data Control

Works at an intermediate level to acquire, organize, protect and process data in order to fulfill business objectives.
Typically works with guidance.

No skill components assigned

Numerical Skills

Works at an intermediate level to understand numerical concepts and use them to carry out mathematical operations
e.g. in order to analyze reports. Typically works with guidance.

No skill components assigned

Word Processor Software

Works at an intermediate level to use word processing software and tools. Typically works with guidance.

No skill components assigned
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TOOLS

Machines, equipment and tools to be used in a role for optimal functioning.

Presentation Creation

Works at an intermediate level to use presentation software to create digital presentations. Typically works with
guidance.

No skill components assigned

Calendar and Scheduling

Works at an intermediate level to utilize calendar and scheduling tools. Typically works with guidance.

No skill components assigned

Spreadsheet Expertise

Works at an intermediate level to use spreadsheet software. Typically works with guidance.

No skill components assigned

Database User Interfaces and Queries

Works at an intermediate level to create and run queries and interact with various database interfaces and query
languages. Typically works with guidance.

No skill components assigned

Internet Browser Navigation

Works at an intermediate level to use a range of Internet browsers to access data. Typically works with guidance.

No skill components assigned

Electronic Mail Expertise

Works at an intermediate level to use email systems. Typically works with guidance.

No skill components assigned

Mobile Phone Multiline telephone systems
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Experience & Education

Education is the level of general education typically found in people performing a given role. Note that

a specific education level is not normally a ‘pre-requisite’ and should not be used to discount potential

job-holders who have a lower level of education.

General and Managerial Experience is the number of years' work experience typically needed to

succeed in a role, in terms of a person’s overall work experience and their experience in a managerial

role. Years’ experience is provided as a guide only and does not preclude application from those with

more or less fewer years’ experience.

EDUCATION

EXPERIENCE

Laptop Personal computers

Scanners Document scanners

Photocopiers Copy machines

Laser fax machine Laser facsimile machines

Cash registers Electronic cash registers

General Education

Post-Secondary Non-Tertiary Education

General Experience

Sound experience and understanding of straightforward procedures or systems (7 to 12 months)

Managerial Experience

None
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Identity captures the traits, values, and motives that shape people, teams, and organizations.

Personality Traits

Traits are personality characteristics that exert a strong influence on behavior. These include attitudes,

such as optimism, and other natural leanings, such as social astuteness.

IDENTITY

Focus

Preference for organization, procedure, and exactitude.

Persistence

A tendency toward passionate and steadfast pursuit of long-term goals, in spite of obstacles, discouragement, or
distraction.

Need for Achievement

A tendency to work intensely to achieve and exceed difficult standards.

Credibility

The degree of consistency between a person's words and actions.

Sociability

The natural inclination to engage with and interact with others.

Composure

The ability to stay calm and poised in stressful, difficult, or ambiguous situations.
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Drivers

Drivers are the preferences, values, and motivations that influence a person's career aspirations. They

lie at the heart of critical questions: What is important to me? What do I find rewarding?

Balance Challenge

Collaboration

IndependencePower

Structure

Trust

An expectation of honesty and forthrightness on the part of oneself and others.

Empathy

Being attuned to others' feelings,motivations and concerns.

Challenge

Motivated by achievement in the face of tough obstacles.

Structure

A preference for process-oriented, structured, and stable work environments.

Collaboration

A preference for work-related interdependence, group decision making, and pursuing shared goals.
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Cognitive Abilities

Abilities that help people to learn, reason, and solve problems. These include verbal, numerical,

checking, and logical abilities.

Power

Motivated to seek influence, recognition, and increasing levels of responsibility.

Independence

Prefers an entrepreneurial approach and limited organizational constraints.

Balance

Motivated to integrate work and life in a sustainable, enjoyable, and meaningful way.

Numerical

The Aspects Ability Numerical test is designed to measure a candidate's
ability to analyze and draw inferences from numerical information and
data.

RECOMMENDED

Verbal

The Aspects Ability Verbal test is designed to measure a candidate's
ability to interpret verbal information and reach correct conclusions.

OPTIONAL

Checking

The Aspects Ability Checking test is designed to measure a candidate's
ability to quickly and accurately detect errors in data.

OPTIONAL

SUCCESS PROFILE  |  SOURCING SUPPORT -  F INAL -  COMM/SS February 10, 2026

© Korn Ferry 2026. All rights reserved. Confidential. 13



ABOUT KORN FERRY

Korn Ferry is a global organizational consulting firm. We

work with our clients to design optimal organization

structures, roles, and responsibilities. We help them hire the

right people and advise them on how to reward and

motivate their workforce while developing professionals as

they navigate and advance their careers.

Business Advisors. Career Makers.
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