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	Mission Statement

‘To provide education and skills that enhance the region’s economic and social prosperity’



	JOB DESCRIPTION
	Job Title No: 
	


	Post Holder
	

	Job Title
	Purchasing & Procurement Officer


	Responsible to
	Head of Finance



Key Strategic Objectives 
· To actively contribute to the organisation’s Strategic Plan and in particular the ambition to become an outstanding provider of education and training.

· To hold and actively demonstrate the organisation’s Core Values in all that you do.

· Aim High…

· Work Hard…

· Take Responsibility…

· Do What’s Right… 

· Respect Others…

· Challenge Yourself….

· Take Pride……

· To commit to the organisation’s Safeguarding Policy and promote a safe environment for children, young people and vulnerable adults within the organisation.
Key Department Objectives 
· The Purchasing Officer will report directly to the Head of Finance.

· To supervise the Purchase Ledger team ensuring efficient service delivery at all times.

· To be responsible for the maintenance and operation of the organisation’s e-Request online purchase ordering system, including the training of 
cross-organisation users when required.

· To act as the main point of contact across the organisation, offering assistance and advice to organisation budget-holders in respect of value for money, best purchasing practice and organisation’s procurement procedures.

· Assisting external consultants in respect of tendering projects and managing and monitoring the organisation’s contracts database, including the forward planning of contract renewals.

· To be actively involved in the attainment of objectives contained within the organisation’s development plan.
Specifically the post holder's responsibilities will be as follows:
Purchase Ledger Management

1. To manage the organisation’s Purchase Ledger team, training and deploying staff so as to ensure consistent cover for all key tasks in the area.

2. To ensure that all purchases comply with the organisation’s financial procedures and purchasing best practice, ensuring proper authorisation of transactions, segregation of duties and compliance with audit requirements.

3. To ensure that all month-end purchase ledger routines, payment runs, and reconciliations are carried out to agreed, timetabled deadlines.

4. To maintain an up-to-date list of properly appointed preferred suppliers and to ensure that this is publicised to budget-holders. 

5. To manage supplier accounts and liaising with suppliers, ensuring 
up-to-date accounts and supplier statement reconciliations are undertaken.

6. To be responsible for the maintenance and operation of the organisation’s e-Request online purchase ordering system, including the training of service users.
7. To build and maintain positive working relationships with both external suppliers and internal service users.
8. To play an active role in developing the working practices and computerised systems within the purchasing and purchase Ledger areas to ensure delivery of highly efficient services and to support the continuous improvement of procurement processes, including the operation and development of e-procurement.
Procurement & Contracts Duties
9. To act as the main point of contact across the organisation, offering assistance and advice to organisation budget-holders in respect of value for money, best purchasing practice and organisation procurement procedures. 
10. The forward planning of contract renewals, managing and running mini tenders/competitions, ensuring compliance of procurement and regulatory frameworks at all times.
11. To ensure that the Central Contracts Database is regularly maintained and the monitoring of spend against contracts awarded is reported periodically.
12. To work closely with external consultants in respect of larger tendering projects, assisting budget holders with their requirements, preparing tender documentation and performing tender evaluations.
13. To ensure that records of quotations/tenders are appropriately and accurately maintained, filed and retained. 
Other Duties
14. To support budget holders through the Finance Business Partner Model.

15.
To actively show a commitment to the organisation’s Strategic Objectives.
16.
To show an active commitment to the organisation's Equality and Diversity Policy, Quality Frameworks and Health & Safety Procedures.

17.
To actively participate in Continuous Professional Development including the introduction of new technologies to allow you to contribute effectively to the success of the organisation.

18.
To carry out such other appropriate duties commensurate with your skills, knowledge and experience.

19.
The organisation may, in consultation with you, need to vary these duties from time to time in order to respond to the changing requirements of the organisation.

Signed:  __________________________________ Date:  ______________

	PERSON SPECIFICATION


	CATEGORY
	REF
	CRITERIA DESCRIPTION
	METHOD OF ASSESSMENT

	1. Skills and Abilities


	Essential
	1.1
	Ability to manage and motivate other staff.
	Application/Interview

	Essential
	1.2
	Good IT and spreadsheet skills
	Application/Interview

	Essential
	1.3
	Ability to advise and support non-financial staff on procurement issues
	Application/Interview

	Essential
	1.4
	Excellent communication skills 
	Application/Interview

	2. Qualifications and Training


	Essential
	2.1
	Grade C or above in Maths and English (or equivalent)
	Application/ Verification of original certificates

	Essential
	2.2
	AAT qualified
	Application/ Verification of original certificates

	Desirable 
	2.3
	CIPS Advanced Certificate or working towards
	Application/ Verification of original certificates

	3. Attitude/Disposition


	Essential
	3.1
	Analytical, positive and flexible approach.
	Application/Interview/

References

	Essential
	3.2
	Committed team player with the ability to build and maintain positive working relationships.
	Application/Interview/

References

	Essential
	3.3
	Drive to achieve targets to deadlines, unsupervised and on own initiative.
	Application/Interview/

References

	Desirable
	3.4
	Ability to work well under pressure
	Application/Interview/

References

	4. Other Requirements


	Essential
	4.1
	Commitment to providing high quality purchasing services.
	Application/Interview

	5. Knowledge


	Essential
	5.1
	Knowledge of Computerised Purchasing, Requisition and Financial Recording systems. 
	Application/Interview

	Essential
	5.2
	Knowledge of Procurement best practice and frameworks.
	Application/Interview

	Desirable
	5.3
	Knowledge of Public Sector procurement policies.
	Application/Interview


	6. Experience


	Essential
	6.1
	Experience in a similar procurement role, including the management and awarding of contracts.
	Application/Interview

	Essential
	6.2
	Experience of supervising and the performance management of staff.
	Application/Interview

	Desirable

	6.3
	Experience of working in a busy environment.
	Application/Interview

	Desirable
	6.4
	Experience of working in FE.
	Application/Interview


Contract Arrangements

Business Support Staff will be engaged under a Contract of Employment determined by Northern Skills Group, supported by Contract Guidelines. The following salient features will apply:

	1.
	Contract type
	Business Support, Full Time, Permanent

	

	2.
	Working week
	37 hours per week.

	

	3.
	Holiday
	Colleagues are entitled to 25 days (FTE) annual leave plus statutory holidays.  Annual leave is a service related entitlement, which will increase as below and come into effect from the 1st January following the anniversary date. (holiday year 1 January - 31 December)
· 5 years’ service   26 days

· 10 years’ service 28 days

· 15 years’ service 30 days.

	

	4.
	Period of Notice
	Two months.

	

	5.

6.

7.
	Salary 

Life Assurance

Healthcare


	£26,107 - £30,344 per annum
Non-contributory Life Assurance Scheme.  

Non-contributory Healthcare Scheme.


	8.
	Pension
	Northern Skills Group operates a pension scheme through NEST.  Contribution rates match the government requirements for auto enrolment, the current contribution rate is 5% of pensionable salary. 

	

	9.
	Sickness
	The Sickness Policy will apply and further information is available from the Human Resources Department on request.

	
	
	

	10.

11.
	Probationary Period

Disclosure & Barring Service Check
	6 months

From the 1 August 2018, new employees (with the exception of Apprentices, Business Support Scales 1, 2 & 3 or equivalent in Northern Skills Group) will be required to pay for the Disclosure & Barring Service Check, and this will be deducted from their payroll over the first three months of employment.  The current cost of a Disclosure & Barring Service Check is £58.40.



Please note that all appointments are subject to a satisfactory Enhanced Disclosure and Barring Service check and receipt of two satisfactory references.
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