
Corporate Services
Corporate Procurement – Category Officer Progression Rules

The Corporate Procurement Category Officer’s role is set at grade 6 which has a role profile score of 465 to 504, spine points 28 to 31 and grade 8 which has a role profile score of 540-589, spine points 37 to 41.  A bar has been set against this grade at spine point 31.  In order to facilitate progression from grade 6 to grade 8 spine point 37 the outcomes appropriate to the grade must be sufficiently evidenced:

The review process will be based on five key elements:  
· Category Workplan Procurement activity including but not limited to;

(Pre Procurement Reports e.g. Completion of Procurement Request 
Assessment Form (contribution and lead)


(Outcome reports including Savings (contribution and lead)


(Project management (contribution and lead)

· Evidence of experience/knowledge of the procurement processes
· The ability to work independently and as part of a team

· Supplier Management Engagement & Contract Management framework.

· One to Ones and Appraisals 

These will form the basis of a competency interview with the Assistant Head of Corporate Procurement and the Senior Category Manager. 

Length of service will not form part of the decision making process.

The first application for progression can be made following 12 months in post; all subsequent applications for progression will be considered on an annual basis. Where a member of staff considers there are special circumstances which suggest they should be considered for progression earlier, they may request in writing the reasons why a formal review needs to be considered by the Assistant Head of Procurement. The Head of Assurance, Procurement and Performance will review the evidence and make the final decision in writing and where appropriate give feedback. Any appeal must be set out in writing to the Head of Assurance, Procurement and Performance within one month of decision letter.

Procurement Category Manager Grade 6
Grade 6 Spine Points 28 to 31, Evidence of Outcomes required

1.
Demonstrate and evidence an understanding of Category Management techniques and undertake the following for low risk/ low value quotations and tenders at a satisfactory level:
: 

· Production of high quality quotation low risk tender packs.

· Stakeholder engagement and effective communication

· Chair and lead evaluations with clients.

· Identification of forecast from an established baseline. 

· Contribution to category scoping and savings reports. 
· Completion of Procurement Request Assessment Form to a high standard.
2. Understand and interoperate the Procurement Procedure Rules.

3.
Support Category managers to undertake the Procurement process in line with procurement standards and legislative requirement. 
4. Produce savings/outcome reports for low value low risk quotations with the support from the Senior Category Manager and associated Category Manager(s) 
Grade 8 Spine Point 37 to 41 Evidence of Outcomes required

To progress to grade 8 spine point 37 the following points must be achieved:

5. The outcomes required in grade 6 spine point 28 to 31 must be achieved with minimal support from the Corporate Procurement management Team.

6. Understanding and interoperate the procurement legislative requirements.
7. Ability to support the Category Managers in EU tender processes.
8. Lead and deliver low/high value, low risk category scoping reports and associated savings reports. 

9. Provide accurate advice and guidance to commissioners on all areas of the procurement process. 

10. Demonstrate that cashable and non-cashable savings that have been achieved for low risk, low value procurements. 
11. Produce, develop and agree low value low risk Supplier Relationship Management and Contract Management framework solutions with both suppliers and stakeholders.
12. Ability to work on own initiative with limited supervision. 
13. Achievement of MCIPS Graduate Diploma (Level 6) or equivalent. (Assistant Head of Service discretion) 
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