Job Description
	For HR use only
	Vacancy Ref: 4386


	Service
	Procurement

	Service Area and Team
	Commissioning and Asset Management, Procurement Team

	Post Title
	Category Manager

	Grade
	Grade 9

	Reports to 
	Procurement Manager

	Responsible for (employees or equivalent)
	N/A

	Job Purpose 

	The role encompasses providing advice and guidance to a diverse range of customers; completing tendering, contracting and procurement procedures; and satisfying both statutory and policy obligations.

To maintain effective working relationships with Service Areas and provide advice and guidance to senior managers on issues relating to procurement to help ensure value for money is achieved, and in particular that the organisation is enabled to procure goods and services of higher quality, or more cost-effectively and sustainably. 


	Job Content

	To be responsible for procurement processes for contracts which includes; 

•
Establishing customer tendering and contracting requirements. 

•
Preparing the business case.

•
Developing tender specification,

•
Preparing and devising appropriate terms and conditions

•
Developing pricing schedules

•
Setting appropriate timescales 

•
Drafting and placing advertisements, FTS notices

•
Preparing Pre-Qualification Questionnaires

•
Issuing invitations to tender / negotiate 

•
Advising on and evaluating tender returns

•
Evaluation of suppliers (financial, legal, policies)

•
Carrying out post tender negotiations 

•
Formalising and awarding of contracts.

To be responsible for compliance with the Council’s legal, financial, 

and contract standing orders requirements.

To provide a high level of quality advice, support and guidance on

 procurement matters consistent with contractual obligations, 

procurement principles, procurement strategy and codes of practice.

To identify and respond to opportunities for corporate contracts for supplies, services and works.

To source providers and suppliers of services, supplies and works, obtain quotations and place purchase orders as necessary.

To be responsible for ensuring suppliers deliver consistent quality and best value goods and services inline with council policies and key objectives and instigate remedial action as necessary.

To be involved in contract management as required by service areas.

To represent the Council in a number of procurement related projects with a diverse range of external organisations.

To complete spend analysis on category spend and identify areas where contracts can be procured. 

To advise on requisitions and purchase orders and implement call off orders when necessary. 

To assist when producing catalogues and e procurement. 

To assist the development of the external market by participating in the training (in doing business with local authorities) of providers of goods and services by means of training seminars, meet the buyer events, conferences etc.

To prepare reports for Cabinet on behalf of the Procurement Manager and advise Elected Members and Heads of Service as required.

To ensure good communications with other sections and service areas within the Council and with other public and private sector organisations.

To develop category strategies within their own categories and keep up to date with developments within the market. 


	Climate Change Values and Behaviours  

	· Employee - We strive to reduce the carbon footprint of our services by using less energy in our buildings, travelling less in our vehicles and increasing our recycling


	Special Requirements of Post

	Working Conditions e.g. working outdoors 
	None

	Working Arrangements e.g. evenings, weekends, shifts
	None

	Physical Requirements e.g. driving, lifting, working in constrained positions
	None

	DBS and Safeguarding Checks required 
	None

	Responsibility for Safeguarding or extent of contact with children, young people and/or adults at risk of harm.
	None

	Politically Restricted?
	yes


Person Specification

	Job Criteria

	Factor
	Essential
	Desirable
	Assessment method

	Knowledge
	Detailed knowledge of relevant professional guidance, best practice and legislation relating to procurement, the economics of procurement and markets in the public sector.

Ability to forecast medium to long term within the category required. 

Excellent written and verbal communication skills.

Computer literate, and able to explore develop and implement electronic solutions and innovations relating to procurement. 

Ability to present and evaluate information for informed decision making by procurement managers.

Ability to manage competing challenging priorities
	Knowledge and experience of collaborative and partnership working

Experience working in a Local Government setting

Awareness of procurement and contract delivery in political environments. 


	

	Qualifications and Training including Professional Registrations required
	Full or part relevant professional qualification eg. Chartered Institute of Procurement and Supply

	
	

	Skills & Experience
	Commercial understanding and experience of delivering procurement in a large organisation.

Contract management skills.

Proven ability to work to targets and deadlines

Ability to develop good working relationships, both Council wide and in the wider commercial environment

	
	

	Special requirements

	Factor
	Essential
	Assessment method

	Occupational requirements under the Equality Act 2010 e.g. age, sex, religion
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Please note if you intend to use your own vehicle (or non-council vehicle) for business mileage you must hold the relevant driver’s licence, MOT and insurance documentation.










