Career Development Plan  

Procurement Officer

	Service Grouping
	Corporate Services

	Service
	Procurement and Governance

	Job Title
	Procurement Officer

	Career Grade
	K/ L


	Progression within the Career Grade

	Professional vocational qualifications are indicative of the level, breadth and depth of knowledge required to fulfil the requirements of the Procurement Officer role.  
Practitioner experience, capability and competence will also be taken into account in addition to the requirement for specific qualifications to increase competence and confidence in the discharge of duties.
To progress within the career grade structure, all the criteria must be met and there must be work available at the higher level.  This will need to be demonstrated through a formal review of performance. 
This evidence will be reviewed by the Procurement Manager in the first instance and verified by the Assistant Director - Procurement & Governance. 

Possession of qualifications or time in post will not alone determine where a job holder is placed on the career grade. 

When an employee believes that they meet the criteria for the next level they should raise this with their line manager in their supervision session. A formal application will be completed by the worker and will be sent to the Assistant Director - Procurement & Governance.



	Grade                                                              Criteria (Professional)

	K
	Entry Level.

Candidates will have completed CIPS Level 4 Diploma in Procurement and Supply as a requirement of the post.
Candidates will be required to commence Level 5 CIPS Advanced Diploma in Procurement and Supply. The course may be expected to take 18 months or more to complete.

The level of knowledge means the job holder will be demonstrably capable of working on simple tenders and quotes and responding to client’s basic requirements in consultation with Assistant Procurement Managers.  
Candidates will be able to :-

· Demonstrate the ability to communicate and work effectively across services,
· Contribute the continuous development of systems of work, corporate procedures and guidance relating to procurement,
· Assist in the development of Contract Management Plans.
· Attend any professional courses of tuition deemed necessary for the post holder to attain the necessary competence and knowledge.  
· Assist in the development of specifications and contract performance frameworks.
· Assist in the production of tender documentation in consultation with client departments and with support from Assistant Procurement Manager(s).
· Conduct end to end simple quote and tender processes 
· Lead the delegated decision making process.
· Assist in supplier market engagement activities.


	L
	Professional Level
Candidates will have completed the CIPS Level 5 Advanced Diploma in Procurement and Supply.

Candidates will be able to :-
· Fulfil all of the criteria at K above.
· The breadth and depth of knowledge means the job holder will be demonstrably capable of applying their specialist knowledge together with relevant experience across professional standards, regulations and legislation, published guidance, in order for them to lead on complex tenders.
· Expected to work with a high level of autonomy and demonstrate consistently good decision making skills.

· Will be required to represent the service at working parties and be expected to provide procurement advice. 
· Will be required to undertake complex tender process with multiple stakeholder involvement.

· Will be required to attend and lead market engagement activities.
· To contribute to the training/coaching/ mentoring of team members. 
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