Category Procurement Officer
Grade E-H
	Group: Corporate Services and Governance

	Location:  Civic Centre, Gateshead

	Service:  Corporate Commissioning and Procurement

	Line Manager:  Category Procurement Team Leader

	Car User Status:  Casual




	Self Awareness

Personal Effectiveness

Communication

Delivering Results

Joined Up Working

Improving Delivery

Motivating Teams and Individuals

Managing Team and Individual Performance

Managing Diversity
	Is self-aware, learns continuously and adapts behaviour in response to feedback.

Makes things happen, operates with resilience, flexibility and integrity.

Shares and listens to information, opinions and ideas using a range of effective methods.

Promotes customer focused service delivery.  Plans and prioritises and learns from mistakes.

Promotes collaborative relationships with other services and colleagues in order to improve service delivery.

Seeks out the best way to deliver services, promotes innovation and learning and manages risks.

Creates the right environment for teams and individuals to perform at their best.

Gives clear direction and feedback to maximise performance.

Treats individuals with respect and consideration, takes employee policy and practice seriously.


To provide an effective Corporate Procurement Service to the Council.





The key roles of this post will include: 





To undertake tendering and contracting activity on behalf of the Council and ensuring that the Council Strategies are delivered and that there is compliance with EC Directives, Contract Procedure Rules, Financial Regulations and other relevant legislation.





To meet customer requirements by demonstrating best value for money through compliance with category priorities and contracts, and by actively managing the market place through the development of key strategies for supplier and contract management.





To support the Team Leaders and Managers in the delivery of savings by analysing current spend in specific categories and supporting the development of procurement strategies.





To ensure contract performance in allocated categories, pursuing procurement excellence through the development and/or implementation of efficient and effective procurement arrangements.





5.	To seek opportunities to collaborate with other public bodies having regards to the impact upon local markets and to facilitate and lead procurement meetings, in respect of Category Management to support the aims and objectives of the Corporate Procurement Strategy.





To challenge user requirements to ensure that value for money is obtained.





To ensure appropriate contract management and monitoring arrangements are implemented and maintained throughout the lifespan of the contract, ensuring contracts are developed delivered and managed in line with future business needs and objectives focussing on the delivery of services.





To provide Procurement advice and information in accordance with best practise and the Council’s Contract Procedure Rules.





Such other responsibilities allocated which are appropriate to the grade of the post.


	































































































Essential





Knowledge, skills and experience of:


Procurement techniques


To hold or be willing to work towards Membership of CIPS.


Procurement and tendering processes undertaken within applicable UK Law and the EU Public Contracts Regulations 


Developing effective relationships with a variety of internal and external stakeholders


Excellent oral, written and presentation skills.


Writing specifications and other procurement documents and reports. 


ICT Literate and Numeracy skills


Research and Development skills


Good team player





Qualifications:


4 GCSE passes at Grades A - C or equivalent




















Desirable





Knowledge and experience of:


The structure and function of local government


influencing skills to motivate stakeholders and  suppliers to achieve the best outcomes 


Knowledge of Category Management


Experience of challenging existing practice and implementing innovation 


Contract Management and monitoring












