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JOB DESCRIPTION & PERSON SPECIFICATION

	SERVICE AREA:

	Town Clerk’s Service
	POSITION NO: 

	SECTION:

	Procurement Team
	GRADE: 8 


	JOB TITLE:

	Frameworks and Senior Category Officer
	DATE:  7th June 2019

	EVALUATION DATE:
	7th June 2019
	JE NUMBER: NC2528




	ROLE & PURPOSE OF JOB: 

At the direction of the Deputy Manager, to monitor cross organisational spend through systems applied by the Service to monitor spend and the delivery of social value to identify opportunities to develop framework contracts which will deliver efficient spend and social value.  

In consultation with category managers, to develop the specification for framework contracts and Dynamic Purchasing systems across the Council and Council partner organisations. 

To champion e-procurement processes so as to remove paper based transactional arrangements.

To consult potential provider organisations upon the approach to the procurement of such contracts to deliver optimal social, environmental and economic value. 

To manage the procurement process for such framework contracts.

To monitor the delivery of economic and social value through such contracts and report to Team Meetings and more widely upon performance.    

To encourage and where applicable, enforce the use of Enterprise Business and related systems in order to ensure use of implemented framwork contracts, whilst complying with internal and external requirements (e.g. audit) in order to deliver increased VfM and increasing staff efficiency for those involved in Procurement.

To apply Framework Contracts to pro-actively aid and support services in their VfM propositions through better Procurement, using means such as spend consolidation, understanding and management of Total Acquisition Costs, competitive tendering etc.

Pro-actively work with suppliers (especially local) in order to build capacity and support local businesses in line with the Council’s strategic objectives.







	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1.
	Customer Focus – 
Operating to the direction of the Procurement Deputy Team Manager to be the client contact for identified cross organisational framework contracts and dynamic purchasing systems.

Monitors cross organisational spend and the delivery of social value to identify opportunities to develop framework contracts and dynamic purchasing systems to deliver better outcomes for customers through organisation wide and sub-regional contracts for inclusion in the Procurement Deputy Team Manager’s Forward Plan.  

In consultation with category managers, Council services and partner organisations develops the specification for such contracts and systems and appropriate Key Performance Indicators. 

Organises appropriate engagement with provider organisations including market engagement events through which to consult potential provider organisations upon the optimal approach to the procurement of such contracts in a manner that will deliver greatest social, environmental and economic value. 

To the direction of the Procurement Deputy Team Manager manages the procurement process for the tendering of such framework contracts, including drafting of required reports and decision records, 
Manages the framework contracts/Dynamic Purchasing Systems once procured and monitors the delivery of economic and social value through such contracts optimising the systems applied to this purpose.  

Ensures that the use of electronic procurement and invoicing systems is optimised to reduce and ultimately remove paper based transactional processes.

Assists in the delivery of procurement training to staff at all levels within the relevant service area to improve commercial awareness and legal and constitutional compliance (e.g. commercial awareness, governance, Contract Procedure Rules, E-Auction strategy, tender management and contract management). Provides advice and guidance to service areas undertaking Request for Quotation exercises.



	2.
	Performance Management - Implements and supports contract management systems to ensure value for money and continuous improvement throughout the life of the managed contracts.   Ensures that procured framework contracts/dynamic purchasing systems are utilised appropriately and reports quarterly upon identified Key Performance Indicators to Team Meetings.  Reviews KPIs and proposes to the Hub Manager areas for potential improvement to monitoring data and indicators, and implements such improvements as are agreed.


	3.
	Statutory Obligations – Accounts for any legal or procedural implications which may affect the procurement/commissioning process and maintains an awareness of changes in these areas in order that the associated risks can be mitigated.

Ensures all procurement activity complies with the Authority’s constitutional requirements (e.g. Contract Procedure Rules, Financial Regulations, audit requirements and approval processes) to mitigate the risk of challenge and delays in the delivery of projects.


	4.
	Strategy – To work under the direction of the Procurement Deputy Team Manager with Category Managers and stakeholders to facilitate the delivery of a prioritised work plan of developing framework contracts, ensuring resources are focused in order to maximise potential benefits.

Interprets stakeholder requirements and evaluates markets (incorporating spend analysis, needs analysis and options appraisals), to establish a clear procurement/commissioning strategy which will deliver optimum solutions for the service area or directorate.


	5.
	Staff Development
Under the guidance of the Category Manager, assists with the development of Procurement Support Officers, engaging staff and contributing to the continuous improvement of the service.
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	CORPORATE JOB REQUIREMENTS (Do not delete or amend any of this section)

	1. POLITICAL RESTRICTIONS
THIS POST IS POLITICALLY RESTRICTED UNDER THE PROVISION OF THE LOCAL GOVERNMENT AND HOUSING ACT 1989 ON THE BASIS OF THE FOLLOWING CATEGORY:
THIS POST IS NOT POLITICALLY RESTRICTED


	2. DIGNITY AT WORK
To show, at all times, a personal commitment to Looked after Children and treating all service users, customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.

	3. HEALTH AND SAFETY
The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health, safety and wellbeing and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.

	4. GENERAL
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the Council.




	
DIMENSIONS:  
All sections should be completed – if there aren’t any state ‘none’

	1. [bookmark: Text8]  Responsibility for Staff:	
·    Provides guidance to, and supports the mentoring of Procurement Support Officers, contributing to their overall development.

2. [bookmark: Text9]       Responsibility for Customers/Clients:	
· Works directly with Heads of Service and senior managers to develop framework contract and dynamic purchasing systems procurement strategies.
· Responsible for establishing and maintaining a professional relationship with internal clients and external suppliers.

3. [bookmark: Text10]         Responsibility for Budgets:
· No direct responsibility for budgets, 

4. [bookmark: Text11]         Responsibility for Physical Resources:	
· Handling and processing of manual and computerised financial and commercial information, where care, accuracy, confidentiality and security are important.


	WORKING RELATIONSHIPS:
All sections should be completed – if there aren’t any state ‘none’

	1.	Within Service Area/Section:
· [bookmark: Text12]Works within the Procurement Team, assisting with support and development of  Procurement Support Officers.
· Regular liaison with officers within the directorate

2.	With Any Other Council Areas
· [bookmark: Text13]Regular liaison with Head of Service and senior managers across all Service Areas/Directorates. 
· Provides professional support, advice and guidance to staff at all levels on complex, high value or high risk procurement activity.
· Liaison with Legal Services/Human Resources for specialist contract advice.
· Liaison with Finance/Audit on all procurement related activity

3.     With External Bodies to the Council
· [bookmark: Text14]Regular contact with a substantial number of contracted and ad-hoc suppliers from Sales to Managing Director level. Responsible for the evaluation of those suppliers (financial viability, quality, sustainability and risk) and for discussing feedback where appropriate.
· Voluntary and community sector
· Schools
· Other public sector bodies 
· Other government agencies









	ORGANISATION CHART: (Frameworks & Senior Category Manager (G8) shown shaded Grey)


	







	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	




Supporting Information 
(if applicable)

	PHYSICAL DEMANDS:
Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).
	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	     



	WORKING CONDITIONS:
Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	|_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Requirement to embrace Work smart clear desk approach and work in differing locations


	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	|_|
	[bookmark: Check2]|X|
	[bookmark: Check1]|_|
	|_|
	|_|
	|_|
	While not “objectionable”, negotiation with suppliers is a component of the role, which can provide emotional challenges




	
PERSON SPECIFICATION
	Cross  relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	NVQ Level 4 qualification or equivalent level of experience.
Specific qualification requirement: CIPS Procurement Diploma or related degree/NVQ equivalent qualification, or substantial professional procurement experience.
	X
	
	A,I

	
	Evidence of continuing professional development and/or membership of a professional body.
	
	X
	A,I

	2. 
	Relevant Experience:

	
	Significant experience of working in a procurement/commissioning role, delivering successful outcomes on complex projects.
	X
	
	A,I

	
	Significant experience of negotiating contracts, commanding credibility and respect internally and externally.
	X
	
	A,I

	
	Significant experience of managing and influencing stakeholders and their expectations. 
	X
	
	A,I

	3. 
	Skills (including thinking challenge/mental demands):

	
	Highly developed interpersonal and communication skills.
	X
	
	A,I

	
	Good negotiating, analytical and problem solving skills 
	X
	
	A,I,T

	
	Ability to build mutually beneficial and productive relationships between individuals working in a team.
	X
	
	A,I

	
	Able to plan use of own time and prioritise own workload. 
	X
	
	A,I, T

	
	Able to monitor service provider performance against pre-determined milestones and to identify when corrective action is needed. 
	
	X
	A,I

	
	Ability to assimilate issues and present options to a wide range of recipients in an understandable way.
	X
	
	A,I, T

	
	Keyboard and IT skills for interacting with e-Procurement systems. IT literate with standard Microsoft desktop tools, and Oracle e-Procurement suite. Aware of e-Procurement principles and tools.
	X
	
	A,I

	
	Adaptable and receptive to new ideas.  Willing and able to adjust to new work demands and circumstances.
	X
	
	A,I

	
	Application of risk assessment methodology in evaluating suppliers and tenders.
	X
	
	A,I

	
	Awareness of strategic context for procurement and associated implications.
	
	X
	A,I

	
	Commercially aware.
	X
	
	A,I

	
	Able to support the learning requirements of self and others, in line with overall team performance and organisational requirements.
	
	X
	A,I

	
	Able to draw up business cases and project plans.
	X
	
	A,I

	4. 
	Knowledge:

	
	In depth understanding of project management and the formulation, key components and use of the project plan.
	
	X
	A,I

	
	Working knowledge of procurement principles, concepts and techniques, including framework agreements, dynamic purchasing systems, and project and contract management.
	X
	
	A,I,T

	
	In depth knowledge of legal and procedural implications which affect the procurement/commissioning process.
	X
	
	A,I, T

	
	Knowledge of Health and Safety, Equalities legislation and workforce issues.
	
	X
	A,I

	
	Understanding of supply chain and market management
	X
	
	A,I,T

	
	Comprehensive knowledge of public sector procurement legislation.
	X
	
	A,I,T

	
	Good knowledge of the Freedom of Information Act and related Council policy.
	
	X
	A,I

	
	In depth understanding of e-Procurement and the Oracle ERP system and how it can aid strategic procurement.
	X
	
	A,I

	
	Sufficiently aware of cost bases and price levers to be able to negotiate cost reductions.
	X
	
	A,I

	
	Understands when to consult Legal Services regarding contract law.
	X
	
	A,I

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to prepare and present verbal and written reports to staff, providers and the public in a clear and concise way.
	X
	
	A,I

	
	Ability to listen to and interpret stakeholder requirements.
	X
	
	A,I

	
	Ability to effectively negotiate with suppliers.
	X
	
	A,I

	
	Communicate ideas and work within multi-functional teams with minimum supervision and infrequent reference to others. 
	X
	
	A,I

	
	Excellent communication, negotiation and influencing skills.
	X
	
	A,I

	
	Written Skills

	
	Report-writing skills in preparing reports for managers and committees.
	X
	
	A,I

	
	Clarity of written communication in drafting tenders and contracts, which meet legal, financial and constitutional requirements.
	X
	
	A,I

	
	Excellent ability to write and present easily understandable information to a variety of different audiences.
	X
	
	A,I

	6.
	Other:
	
	
	     

	
	None
	
	
	     





	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	7. 
	Competencies:

	
	The competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been ticked as essential have been identified as key competencies for this role and will be measured as part of the selection process.  They are not required to be addressed in the candidate’s application form.
	
	
	

	
	Leading forward 
	|_|
	N/A
	

	
	Improving services
	|_|
	N/A
	

	
	Analysis and decision making
	[bookmark: Check3]|X|
	
	

	
	Making things happen
	|X|
	
	

	
	Communicating with impact 
	|_|
	N/A
	

	
	Collaboration 
	|X|
	
	

	
	Developing self and others
	|_|
	N/A
	

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	8. 
	Additional Requirements:

	
	Cross as an essential requirement if the candidate requires a Baseline Personnel Security Check (BPSS).
	|_|
	N/A
	

	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory PLEASE SELECT Disclosure from Disclosure Scotland/ Disclosure & Barring Service (if crossed as an essential requirement).
	|_|
	N/A
	DBS Disclosure

	
	If the postholder requires a Standard or Enhanced DBS disclosure the candidate is required to declare full details of everything on their criminal record unless the conviction/s and/or caution/s are considered “protected” in line with filtering rules for DBS checks.
	|_|
	N/A
	AF(after short listing)

	
	If the postholder requires a ‘Basic Disclosure’ or no disclosure is required, the candidate is required to declare unspent convictions only.
	[bookmark: Check5]|X|
	N/A
	AF(after short listing)




Head of Adult Social Care, Commissioning and Procurement Grade 14


Procurement Category Manager 
Grade 9 x 6.3 FTE


Framework and Senior Category Officer
Grade 8 x 3


Category Support Officer
Grade 6 x 3


Procurement Deputy Team Manager
Grade 12
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