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JOB DESCRIPTION

	 JOB DETAILS

	Group: Corporate Leadership Team 

	Post title: Procurement Support Officer

	Post number:

	Post grade: 

	Section: Asset Management

	Responsible to: Head of Asset Management - operations

	Responsible for: 

	

	MAIN PURPOSE OF JOB

	Procurement support for the authorities purchasing activity whilst ensuring compliance through an efficient and effective service that adheres to the authorities contract and financial procedure rules. 


	

	SPECIFIC DUTIES

	Contribute towards effective delivery of the Procurement Strategy across all services. 

	To provide leadership and support to services for all procurement of goods and services in line with the current Public procurement legislation. In particular specification and evaluation support. Supporting services with legal responses

	Proof read and issue/publish via the electronic procurement portal, invitations to quote/tender documentation, bid comparisons, contract publication and award documentation as required by service areas or management determining procurement mechanisms that will ensure fair and open competition.

	Use the authority’s electronic procurement portal throughout the live tender process liaising between bidders and services with correspondence and clarifications.  

	Use the authority’s electronic procurement portal to update the contract register and informing Heads of Service of upcoming tenders.  

	On submission of service or goods specification from services areas, to advise on the most effective route to for procurement to achieve best value. 

	Support ongoing training for procurement ensuring the authority and officers are adhering to current legislation and best practice for the purchase of goods and services.

	Proactively seek opportunities with partners for joint procurements where it is in the interests of the council

	Ensuring procurement activities contribute to reducing the Council’s greenhouse Gas emissions

	Maintain accurate records of procurement activity to ensure future provisions for benchmarking.

	Support Service Managers through the tender process for the procurement of contracts.

	Provide support, guidance and feedback for suppliers who are interested in bidding for Council work, including supplier engagement events and opportunities.

	Some of the authority’s goods and services are procured and implemented under other public authority collaboration, collaborative frameworks, providing best value. These procurement methods should be actively sort and explored to provide best value. Whilst ensuring they are appropriate for the service, financial controls and reporting procedures are in place.

	Support by collating all data, around procurement activity, across the authority so the contracts register is proactively managed and updated as per the transparency procedures.

	Liaise and formally instructing solicitors to provide contracts for the procurement process.

	To undertake any other duties properly assigned from time to time by the head of Asset management which are appropriate to the grade and character of the post.

	

	ORGANISATIONAL CHART

	Insert copy of the hierarchy for the team to demonstrate where the position lies
Show at least one below and one above (If applicable)


	

	KEY WORKING RELATIONSHIPS

	The post holder will need to support and communicate with all staff members involved in procurement of goods and services. External relationships are needed to develop with other public organisations to ensure best practice and best value is achieved. 

	

	RESOURCES

	Responsible for the tendering portal and all the information held upon it.


	

	PHYSICAL DEMANDS

	Office based requiring dexterity, precision and accuracy when 

	

	MENTAL DEMANDS

	The post holder will be required to cope with the pressure from deadlines, operational interruptions and conflicting demands through juggling day to day, planned work, research and evaluation, writing tender documents, evaluation of/and awarding contracts and monitoring service performance on a regular basis with accuracy and attention to detail and writing and presenting committee reports. Many of these tasks are required to be worked on over long periods of time which can last all day requiring long term planning. 

Each task requires a high level of concentration to reduce margin for error, however such interruptions and conflicting demands can impede progress. The post holder must be able to deal with these and still produce a high level of work.

There is considerable work related pressure stemmed from the minimal resource in the team.

	

	WORKING ENVIRONMENT

	Office based although can work from home


	

	ALL STAFF RESPONSIBILITIES

	To adhere to all Council Policies, in particular Equal Opportunities.

To undertake any other duties properly assigned from time to time by your line manager which are appropriate to the grade and character of the post.

To be committed to the principles of equality, diversity and the ability to treat everyone who you come in contact with dignity and respect.

Tewkesbury Borough Council is committed to the principles of safeguarding and promoting the welfare of all children, young people and vulnerable adults; therefore, all employees have a responsibility and duty of care to report safeguarding issues they become aware of or witness.




	HEALTH AND SAFETY

	Ensuring that services are delivered in compliance with existing and new Health and Safety legislation and the Council’s Health and Safety Policy and ensuring that duties are pursued in a safe manner with due regard to the Health and Safety of yourself and others. 


	

	PERSON SPECIFICATION

	QUALIFICATIONS
	ESSENTIAL
	DESIRABLE
	ASSESSMENT METHOD

	Five GCSES 4-9 or equivalent. 
Please so include any professional qualifications or memberships
	☒	☐	 interview or application form

	Chartered Institute for Procurement and Supply CIPS Level 3
	☒	☐	

	
	☐	☐	

	EXPERIENCE
	ESSENTIAL
	DESIRABLE
	ASSESSMENT METHOD

	Experience of local government procurement
	☒	☐	

	Public contract regulations PCR 2015 and PA 2023
	☒	☐	

	Experience and understanding of electronic  procurement portals 
	☒	☐	

	SKILLS
	ESSENTIAL
	DESIRABLE
	ASSESSMENT METHOD

	Digital skills to manage data
	☒	☐	

	Ability to work to deadlines
	☒	☐	

	Able to manage their own workload to meet various demands 
	☒	☐	

	Good communication skills
	☒	☐	

	Ability to train and support others in best procurement practice
	☐	☒	

	Numeracy skills
	☒	☐	

	Analytical skills
	☒	☐	

	Communication skills
	☒	☐	

	Organisational skills
	☒	☐	

	Problem solving skills
	☒	☐	

	Ability to meet deadlines
	☒	☐	

	Ability to work under pressure with minimal supervision
	☒	☐	

	Microsoft Office
	☒	☐	

	BEHAVIOURS / ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	ASSESSMENT METHOD

	Customer Focus
	☒	☐	

	Ability to build relationships
	☒	☐	

	Flexible and methodical approach to work
	☒	☐	

	Conscientious
	☒	☐	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




we put our customers first -   we are positive about working with others -   we value our employees
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