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JOB DESCRIPTION & PERSON SPECIFICATION

	SERVICE AREA:

	Streetscene
	DATE PREPARED: 8th April 2024 

	SECTION:

	Development, Performance and Open Spaces
	GRADE: 6




	JOB TITLE:

	Stores and Procurement Supervisor

	EVALUATION RESULT: 535



	EVALUATION DATE:
	6th August 2024
	JE NUMBER: NC1459


	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.



	[bookmark: _Int_0JW5uRhg]PURPOSE: Responsible for the day-to-day running of the Streetscene stores across two sites, ensuring material resources and plant are provided for all activities. Process finished job sheets for billing. Research and procure items, and provide external contracts supervision to all sections, and working closely with Corporate Procurement and Finance Sections, as well as Service Area Management.



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

	1.
	[bookmark: _Int_E6dQr9Ik][bookmark: _Int_sNQrpSAK]Administer, develop, and maintain an established suitable procurement, invoicing and stores process to ensure effective operation of Streetscene Services. Using the Oracle system to procure goods, raising call off orders for contract roll out as appropriate, receiving orders and releasing invoices for payment, ensuring that these are paid within target dates.

	2.
	[bookmark: _Int_alZaLwoe][bookmark: _Int_m7lS8MPj]Proactively control, monitor and adjust stock levels as required on a daily basis for Streetscene Services. 
Finance: release invoices for payment to keep all service areas’ budgets up to date. Procurement: completion of dispensations, provision of quotes to evidence best value, information with regards to any alterations to core items, pro-actively help to reduce expenditure and assist Procurement when dealing with pricing reviews with external suppliers. 
The storage, provision and facilitation of goods for Kingstown Works Limited and Property and Assets.
For HCAL (Hull Culture and Leisure), provide counter service for PPE and equipment, ordering and receiving goods, obtaining best price quotes, provide accurate monthly accounts for each area.
For HEY Volunteering: collect and deliver uniforms, literature and sundries. Store clothing and equipment, with accurate stock control records kept for these.

	3.
	Work across two sites (B-line and Stockholm Road) to prevent delays in services and contracts by replacing goods and plant to set stock levels by call off orders, using the computerised stores system.

	4.
	[bookmark: _Int_uslNuOl4][bookmark: _Int_PoUXpokE]Use the City Council’s procurement procedures to complete stock checks in line with audit requirements to maintain ledger within computerised stores system. Update the stock; daily and on an ad hoc basis, download information into computerised systems Provide all relevant information to HCC Management teams, Finance and Procurement sections, using the Oracle and computerised systems to ensure accurate budget control. 

	5.
	[bookmark: _Int_PYZLgVEU]Source new companies to the suppliers list, using due diligence to ensure these meet HCC’s procurement criteria. Consulting and negotiating with these companies to ensure that cost effectiveness and efficient works are provided, as well as handling queries and complaints. Responsibility of raising dispensations to ensure a continual supply of goods and continuation of service from these, and other companies on the suppliers list.

	6.
	[bookmark: _Int_8bqq8rF2]Proactively control and monitor plant and tool section, consulting with operational supervisors to ensure optimum use of hired plant. Conduct all necessary checks to plant hire company invoices to ensure accuracy of accounts. 

	7.
	Monitor and advise on the Streetscene Capital/Seasonal programme to ensure stock availability for the programme of works to be completed within the pre-arranged times in line with growing seasons to ensure correct levels required to prevent loss of perishable stock 

	8.
	[bookmark: _Int_mQaUSrOc]Responsible for stock management control for reordering of waste bins as required. Supervise and assist the unloading of delivery vehicles into the Stores. Use telehandler to load bituminous materials and granular products, also change loading shovel to utilise forklift to move palletised materials. 

	9.
	Responsible for monitoring and controlling the distribution of the PPE (Personal Protective Equipment) allowance for all staff. Provide counter service to around 450 operatives, managers, and supervisors, issuing stock to all section personnel as needed across two sites.

	10.
	[bookmark: _Int_SIKLgPaz]Adaptability of role: being able to maintain operational resilience amidst emergency situations to facilitate the distribution of city defence products, during severe weather, public health emergencies   natural disasters.

	11.
	The management of external suppliers.  Materials, specialist suppliers (horticultural, chemicals, plastics etc), specialist manufacturers (street furniture, bins, signs etc.): source goods and materials, request products with relevant quotes through customer services, manager, or owner. Receive invoices, meet with representatives to discuss goods and pricing.  Sub-contractor: the provision of relevant information, and equipment if needed, for jobs to be undertaken. Plant hires companies: raise standing orders for the continual hire of plant and tool, receive and release invoices. The management of faulty equipment to ensure it is repaired or replaced so that it remains safe for operatives, other staff or members of the public. Off-hire and checking accuracy of accounts in relation to dates/times, plant or tool is used. 

	12.
	Ensure good Health and Safety practices are adhered to in the stores/compound area and a safe working environment for all users of the depot.  Ensure up to date COSHH assessments are kept for stock items. Complete and review all relevant risk assessments, ensuring they are kept up date in line with policy requirements. 

	13.
	[bookmark: _Int_RkanYdjg][bookmark: _Int_INVq4wMb]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.

	GENERAL:
[bookmark: _Int_rlEIU3C9]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 workplaces in the Council.



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

	
1.	Responsibility for Staff:
None 

2.	Responsibility for Customers/Clients:
Material suppliers      
External clients.   
Internal clients – other departments.
Process customer enquiries and requests for non-stock items
Research and provide advice and information to service areas 

3.	Responsibility for Budgets:

[bookmark: _Int_dUeW9CHS]Responsible for procuring stores stock to the value of approx. £1.7 - £2.5 million pa.
Responsible for ordering fuel stock for HCC. Up to £150k pa

4.	Responsibility for Physical Resources:

Management of a combined stores turnover of approx. £3.0 ~ £4.0 million pa
Provision of stores to support the servicing of: -
· All parks & recreational pitches in Hull boundary
· Street sweeping throughout the city.
· Repair and maintenance to 800 kilometres of highway
· Maintenance of 70,000 gullies; 41 refuse collection and recycling rounds.
· Weekly roll out of Trade/Domestic bins & caddies/liners
· Plant hire control
· Electric fork truck
· Telescopic Handler
· Roller truck £500
· Scaffolding £1K
· Monitor and issue PPE to workforce to the value of £200k pa.





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

	1. 	Within Service Area/Section: 
· Operatives, – provision of a counter service, issuing PPE and equipment to enable works to be undertaken.
· Area Team Leaders – counter service for PPE and equipment, ordering and receiving goods, obtaining best price quotes, supply monthly costing information to enable works to be undertaken in a cost-effective manner.
· Area Managers – source and recommend companies for the supplier list, source and obtain best pricing on products, inform on availability of stock, provide costings by way of weekly and monthly information to provide an effective, in-budget service.
· Heads of Service – raising Purchase Orders for their approval, provision of costings information to keep all services within budget. Provision of hours worked for HEY Volunteering to recoup capital.

2.	With Any Other Council Areas
Finance and Procurement Area Teams, Kingstown Works Limited, HCAL (Hull Culture and Leisure), Property and Assets 

3.	With External Bodies to the Council
· Material suppliers 
· Specialist Suppliers 
· Specialist Manufacturers 
· Sub-contractors 
· Plant hires companies 


	
ORGANISATION CHART: Please Provide Job Titles and Grades


	

	
	
	Immediate Line Manager
Quality & Performance Manager
Grade 11

	
	
	

	Other jobs (peers) that report to immediate line manager
Transport Supervisor G8
	
	This Position
Stores and Procurement Supervisor (2 posts)
Grade 6

	
	
	

	
	
	Direct Reports
None








	
	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).
	Role is mainly active rather than sedentary including the operation of heavy vehicles and use of climbing equipment.  Requirement to lift heavy boxes and equipment in stores environment on a frequent basis.


	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 work outside in all weathers taking delivery of stock, supervising deliveries and organising loading of highways materials in all weathers

	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	



	
PERSON SPECIFICATION
	Tick 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:

	
	Good standard of general education including good, applied literacy and numeracy skills
	√
	
	CQ

	
	Level 2 storage/warehousing or relevant experience  
	√
	
	CQ

	
	IOSH (Institution of Occupational Safety and Health) Managing Safely
	√
	
	CQ

	
	[bookmark: _Int_tvpCOpSQ]Licence to operate Telescopic Handler, Loading Shovel, Forklift and Skid-Steer Loader
	√
	
	CQ

	
	Full, current driving licence category B 
	√
	
	CQ

	2. 
	Relevant Experience:

	
	Experience of managing a multi-functional store
	√
	
	AF 

	
	Experience of stock management, standing orders policies and regulations
	√
	
	AF 

	
	Use of Oracle, Confirm and or other compatible computerised systems.
	
	√
	AF  

	
	Making timely, correct decisions under pressure in a challenging environment 
	√
	
	I

	
	Experience of working at height using climbing equipment and working in wet and other uncomfortable circumstances
	√
	
	AF/I

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

	
	Good time management and self-motivated. 
	√
	
	I

	
	Ability to identify opportunities to improve systems and process to drive change and improve service delivery
	√
	
	I

	
	Excellent organisational and accuracy skills to set up and effectively utilise monitoring and recording systems. 
	√
	
	AF/I

	
	High level of integrity and confidentiality
	√
	
	AF/I

	4. 
	Knowledge:

	
	Extensive knowledge and understanding of the technical requirements related to the job specifically Streetscene Operational Service Delivery Areas to include vehicles and plant.
	√
	
	AF/I

	
	Knowledge of relevant legislation, particularly Health and Safety and COSHH regulations
	√
	
	AF/I

	
	Knowledge of the correct procedures for the safe use of perishable and hazardous materials
	√
	
	AF/I

	
	Detailed knowledge of Oracle procurement system
	√
	
	AF/I

	5. 
	Interpersonal/Communication Skils:
Verbal Skils

	
	Ability to clearly articulate the store’s requirements and to give instructions to suppliers
	√
	
	AF/I

	
	Effective communication, interpersonal and problem-solving, delegation, persuasion and negotiation skills 
	√
	
	AF/I

	
	Ability to communicate effectively with operatives
	√
	
	I

	
	Ability to give clear and concise instructions to other store personnel to continually train, mentor and direct new and existing staff to ensure their development
	√
	
	I

	
	[bookmark: _Int_oW53yZJr]Ability to negotiate effectively with all staff at all levels, representatives of other agencies and members of the public in order to resolve any issues or conflict that may arise
	√
	
	I

	
	Ability to understand customer requirements and be persuasive and direct whilst being sensitive to individual needs
	√
	
	I

	
	Written Skills

	
	Ability to e mail accurate instructions to suppliers
	√
	
	AF/I

	
	Ability to use Oracle electrical underline system
	√
	
	AF/I

	
	Ability to use computerised ledger to produce reports in a clear format
	√
	
	AF/I

	
	Ability to present reports in a clear and appropriate manner
	√
	
	AF/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. 
	Values and Competencies:

	
	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.

	
	Values:

	
	People First
	
	N/A
	I

	
	Respect
	
	N/A
	I

	
	Learning
	
	N/A
	I

	
	Ambition
	
	N/A
	I

	
	Partnership
	
	N/A
	I

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

	
	Competencies:

	
	Leading forward 
	
	N/A
	

	
	Improving services
	√
	
	AF/I

	
	Analysis and decision making
	
	N/A
	

	
	Making things happen
	√
	
	AF/I

	
	Communicating with impact 
	√
	
	AF/I

	
	Collaboration 
	
	N/A
	

	
	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 # :

BASIC
STANDARD
ENHANCED
ENHANCED & CHILDREN’S BARRING LIST CHECK
ENHANCED & ADULT’S BARRING LIST CHECK

Disclosure from the Disclosure & Barring Service (if ticked as an essential requirement). #Service area to select as required.
	
	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 cautions 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.
	√
	
	AF (after short listing)
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