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Job Description

	1. POST DETAILS

	Business Centre: 
	Corporate Services

	Division: 
	Chief Executive’s Office

	Post Number:
	A0004

	Working Hours: 
	37

	Grade:
	10/MMA

	Work Base:
	Civic Centre, Addlestone

	Prepared/Agreed by: 
	Sarah Hall/ Paul Turrell

	Date:
	March 2022



	2. ORGANISATIONAL RELATIONSHIPS

	Reports to: 
	Head of Procurement

	Deputising Responsibility:
	NA

	Directly Supervises:
	NA

	Indirectly Supervises:
	NA



	3. JOB PURPOSE (What is the job trying to do?)

	
	The Council’s Procurement Office ensures that purchases for the supply of goods/ works/ services are achieved in accordance with the Council’s Contract Standing Orders and the Public Contract Regulations 2015 and Procurement Act 2023.  

The Procurement Officer will engage directly with Buying managers across the Council’s functions to lead on high value and complex procurement exercises (>£100K including FTS) and advise on lower value tenders and quotes, ensuring compliance with procurement practises and relevant legislation.

The Procurement Officer will identify opportunities for yielding cost savings and qualitative improvements.






	4. OBJECTIVES (What is the purpose of the job?)

	The Procurement Officer is responsible for providing specialist advice and support to Service Areas, proactively identifying opportunities to support and facilitate procurement exercises (e.g. Frameworks, DPS, joint procurement opportunities) as and when required and leading on high value, complex or cross-organisational Procurement Projects (>£100K including FTS).

The Procurement Officer will support the Head of Procurement in developing the Council’s Procurement Strategy and reviewing Procurement Processes and Contract Standing Orders to ensure they are fit-for-purpose and effective.

The Procurement Officer will act as System Administrator for the e-tendering and contract system, facilitating new user requests and providing training (new users or refreshers) across the Council.


	5. MAIN DUTIES OF THE POST

	· Provide advice on all aspects of Procurement including but not limited to:
· market engagement options, 
· appropriate sourcing methodologies, 
· production of tender specifications and documentation,
· managing projects on the e-procurement system for supply of goods, works and services, 
· identification of suitable and appropriate frameworks, 
· tender evaluation criteria and process,
· general guidance on the Councils procurement procedure rules and any other relevant legislation,
· training and support on the e-procurement system.
· Lead and manage Procurement Projects that are high value, complex or cross-organisational (>£100,000 including FTS) to deliver value for money contracts and successful outcomes in line with the Council’s priorities 
· Assist the Section Head in development of the Procurement annual work programme, proactively planning for upcoming tendering projects
· Undertake the sourcing of suppliers for new or re-commissioned services, including, tendering, evaluation and confirming the contract for new services and variations to existing contracts, working to procedures and legislation as appropriate.
· Ensure contract activities comply with relevant UK legislation/regulations, Council policies, Contract Standing Orders and Procurement procedures.  Support the Head of Procurement in change initiatives as required by any implementation of future UK legislation/ regulations for public sector procurement.
· Support Service Areas with contract management of high value and/or complex contracts from commencement to expiry
· Represent the Council and liaise with the other procurement professionals from across Surrey at the Surrey Procurement Group
· Identify opportunities for collaborative procurement with neighbouring Boroughs and Districts from across Surrey to drive additional value for money
· Support the use of the e-tendering and contract system for management and monitoring of all procurement exercises > £5,000 and for maintaining the Contract register as required by the Transparency Code
· Managing the process for updating the Contracts Register and publishing quarterly updates to the website



	General
The above is a record of the main duties and responsibilities of this post at a given date. The job may naturally change to meet the requirements of the service. If the changes are more significant your manager will discuss this with you.


Person Specification

	Please indicate whether the criteria is assessed again the application form or interview by using a  in the columns to the right.
	

	
	Method of Assessment

	
	App Form
	Interview

	Essential Qualifications
	
	

	Educated to degree level 
	
	

	Professional procurement qualification e.g. CIPS Level 5 Advanced diploma
	
	

	
	
	

	Desirable Qualifications
	
	

	CIPS Level 6 Professional diploma or willing to work towards Level 6
	
	

	
	
	

	Essential Working Experience
	
	

	Extensive experience of the Procurement of contracts for the supply of goods/works /services via quotes or tenders to UK procurement rules and regulations
	
	

	Managing Procurement exercises end to end including documentation requirements to support competitive and fair processes
	
	

	Experience of using an electronic tendering and contract management system
	
	

	Experience in specification writing and evaluation criteria 
	
	

	Contract management experience to ensure contracts deliver as expected
	
	

	
	
	

	Desirable Working Experience
	
	

	Experience communicating at all levels of the Organisation
	
	

	Experience of working in Local Government or Social Housing
	
	

	
	
	

	Experience using JCT or NEC contracts
	
	

	Essential Skills/Attributes
	
	

	Significant experience reviewing tender specifications
	
	

	Experience setting evaluation criteria and producing questions to evaluate suppliers
	
	

	Able to use and manage IT including ability to collect, understand and interpret data and information and present them in a clear manner to managers and stakeholders
	
	

	Ability to communicate effectively with a wide range of people maintaining a professional manner in high pressure situations
	
	

	Able to explain complex information clearly to others including staff, Councillors, and consultants/contractors
	
	

	Able to write concise reports on complex issues
	
	

	Able to effectively plan and organise own workload and deliver to deadlines
	
	

	Able to implement and promote procurement best practise, leading by example
	
	

	
	
	

	Able to contribute towards the development of strategy and procedures relating to all procurement activities
	
	

	Able to review and proof-read documentation effectively to check for completeness and accuracy 
	
	

	Liaise, communicate and build relationships with other internal departments, customers, partner organisations, agencies and/or contractors to support and represent the team/service

	
	

	Desirable Skills/Attributes
	
	

	Understanding of Public Contract Regulations 2015/Procurement Act 2023 and local government procurement procedures
	
	

	Effective negotiation skills
	
	

	Ability to understand, analyse and interpret complex management and financial data and present it in a format suitable for management reports.
	
	

	A good understanding of the law relating to drafting of contracts
	
	

	Experience in contract management from commencement to contract end
	
	

	Essential Personal Qualities
	
	

	Able to multi-task and prioritise own workload
	
	

	Calm under pressure
	
	

	Able to resolve difficult or complex issues 
	
	

	Can-do attitude
	
	

	Good interpersonal and verbal communication skills
	
	

	Ability to work accurately and methodically and deliver to deadlines
	
	

	Good team player and communicator
	
	

	Coach and motivate team members
	
	

	Desirable Personal Qualities
	
	

	Confident to probe and query written or verbal information provided by others 
	
	

	Effective change agent 
	
	

	
	
	

	Other Requirements
	
	

	Occasional out of hours work may be required to attend Council working groups or Committee meetings
	
	

	Travel to attend SPG meetings within Surrey on a monthly basis
	
	

	The appropriate training will be given to ensure that the post holder continues to update and develop specialist knowledge required in this post
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