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Person Specification




Job Title: Procurement Category Officer 
Service: Corporate Procurement 

Role Profile reference: OS3/4
	Essential Requirements
	Method of Assessment

	Work related skills/knowledge


	Communicating (verbal) - Able to share information, obtain information and have dialogue with others either in person or over the telephone.


	Application Form / Interview

	Communicating (written) - Able to share information and obtain information from others through written communication.


	Application Form / Interview

	IT Skills - Good IT skills with the ability to manipulate, analyse and interpret complex data, prepare documents, record information or input data.

	Application Form / Interview

	Ability to develop knowledge, experience of:

· Strong organisational skills with the ability to manage multiple work tasks and projects;

· Excellent report writing skills ;
· Ability to plan the effective use of own time and others where necessary to prioritise the workload in order to meet the requirements of the Procurement work plan and achieve associated benefits realisation;

· Ability to manipulate analysis and interpret complex data to identify procurement opportunities;

· Demonstrate a track record of ability to deliver against targets;
· Experience in conflict resolution and influencing people;
· Ability to effectively plan own time and is flexible in own working arrangements according to the demands of the post; and 
· Decision making – A willingness to take action and to make decisions in line with support plans, policies and procedures, being resourceful in the face of challenges
Customer Service Excellence – Able to delight customers, deliver high quality tailored services to meet needs and exceed expectations

Team working – be able to work effectively within a busy team environment, be helpful and co-operative with others
Democratic – Seeks and considers the views of others in setting and deciding plans, activities and progress.

Vigour – Works at a fast pace, copes well with higher

levels of workload.

Listening - Listens to others to assess requirements in order to respond appropriately and efficiently.

Innovation - the ability to be creative in working through problems and making decisions.

Ability to meet the travel requirements of the post

The ability to work outside of normal working hours to meet the needs of the service.
ra 


	Application Form / Interview 

	Experience/Education/Training
Essential Experience

· Working in multi- functional cross-organisational teams. 

· Understanding of procurement. Working knowledge of relevant procurement legislation and emerging government agenda including the principles of achieving best value without compromising on service delivery;  
Desirable Knowledge, Education and Experience  

· Professionally qualified in procurement or CIPS qualified (or equivalent) or relevant technical qualification at degree level, or equivalent experience in a relevant discipline in the public sector;

· Proven Category Management, commercial skills and expertise of delivering efficiencies;

· Ability to move outside current thinking and traditional approaches to develop new ideas and innovative commercially advantageous procurement solutions;

· Well-developed negotiation and communication skills for interaction with all levels of internal clients and for conducting commercial negotiations with potential suppliers / service providers;


	Application Form / Interview

	Work related circumstances 

Commitment to Equal opportunities 
	Application Form / Interview

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


