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BUSINESS AND RESOURCES 

JOB DESCRIPTION


POST TITLE:			Senior Category Manager

GRADE:				Band 9

MANAGER RESPONSIBLE TO:	Head of Procurement

STAFF RESPONSIBLE FOR:	Management of a Category Team

Overall Objectives of the Post:

Provision of a professional service for the strategic procurement of a portfolio of higher value and/or higher risk products (goods, services, works) which meets the needs of the business area and progressively achieves efficiency savings and cost savings for the Council.  To work closely with all stakeholders on categories to control expenditure through the adoption of a strategic Category Management approach to the procurement process.

To utilise best practice Category Management processes and procedures, which yield both efficiency and tangible procurement savings in categories.  To provide knowledge, experience and guidance to category managers ensuring value for money is being achieved in all category areas.  To ensure that all sourcing and contract management activity is undertaken in accordance with the Council Constitution and any statutory regulations including UK Public Procurement Regulations.

Senior Category Managers will be responsible for managing and mentoring a team of Category Managers and Officers.  

Key Tasks of the Post:

1. You will achieve these objectives by:
· Providing input to, and delivering relevant outputs of, the Annual Procurement Plan ensuring that agreed initiatives are delivered to agreed milestones.	
· Documenting the Category Management activity undertaken using agreed templates (Category Plans, Contract Strategies and Saving Initiatives).
· Liaising with a range of Council Officers and external organisations such as NEPO to ensure the development and production of specifications for inclusion within supply market enquiries e.g. invitations to tender.  To work with agreed Council Officers in their capacity of stakeholders to ensure that specifications meet with Council’s requirements.
· Analysing and prioritising spend activity within the allocated portfolio and identify key areas for cost savings.
· Researching and planning contract and tender management and incorporate within the Category Plan.  To work with colleagues to develop appropriate business plans.
· Leading on allocated procurement activities identified within the Category Work Plan in areas such as the tender evaluation process, draft reports and management briefings that deal with procurement and the recommendation for tender award.
· Managing staff as required in terms of performance, development and adherence to employers’ policies.
· Continually updating strategic analyses of markets and supplier trends within the relevant industries, to ensure that procurement is based on best practice ‘intelligence’.
· Conducting supply market enquiries consistent with agreed milestones in a manner which is consistent with Council’s requirements including the need to comply with UK Public Procurement Rules, Council’s Constitution and the Procurement Strategy.
· Ensuring that information on supply contracts awarded is marketed as necessary throughout the Council.
· Ensuring that supply contracts awarded following supply market enquiries are measured using both savings and supplier KPI criteria. 
· Assisting where appropriate the monitoring and evaluation of contract performance in relevant contracts, identifying problems and initiating corrective action, in liaison with Directorates, as appropriate.
· Ensuring use of appropriate KPIs, identifying areas for improving current contracts or at re-let, seeking to improve contractor performance and supplier relations to gain efficiency benefits. 
· Utilising and maintaining an agreed suite of standard documents in support of the Category Management process.
· Representing the Council’s procurement service at Local, Regional and National events using every opportunity to portray procurement activity in a positive light.
· Assisting the Head of Procurement in the provision of procurement advice and the preparation of reports to Council Officers and Members.
· Using the defined procurement project management process, ensuring the complete and accurate maintenance of records of each procurement process through to award of contract for audit purposes and of contract details in the Contracts Register.
· Leading on the tender evaluation process, drafting reports and management briefings that deal with procurement and the recommendation for tender award.
· Identifying and recommending to the Head of Procurement areas of potential improvement.
· Through personal example, opening commitment and clear action, valuing and celebrating the diversity of South Tyneside’s communities, ensuring equality of access and treatment in employment and service delivery.
· Carrying out duties in accordance with the Health and Safety at Work Act, adopting safe working practices, in accordance with the Council’s safety policy.
· Championing equality, diversity, inclusion and belonging across the service, and ensuring the consistent application of relevant anti-discriminatory policies in all aspects of the Council’s work.
· Championing the Council’s PROUD values and promote the behaviours expected of a positive, inclusive and high-performing workplace.

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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