		Role Profile
		

	Job Title:
	Surveying and Purchasing Officer
	Pay Band: 
	6



	Job Purpose: 

	To provide general purchasing, contract monitoring and surveying support for Highways


	Valued Behaviour Level:
	1

	JE reference:  E3652
	


What are you expected to do?

· Responsible for the accurate gathering of prices or quotations for goods and services, timely order processing for capital works and maintenance projects and internal purchasing requests in line with European procurement rules and Council procedures. 

· Arranging the hire or purchase of equipment, machinery to support highways construction and wider Transport projects.

· Administration and monitoring of purchasing and purchasing reconciliation, providing pre-defined reports as required.

· Preparation and submission of procurement board requests including non-competitive forms in line with current procedure rules

· Monitor non contract purchasing to ensure compliance with council’s contract procedure rules and current EU legislation. 

· Assist with managing supply contracts, arranging and supporting meetings with contracted suppliers and contractors, providing management information to inform of service issues requiring remedial action.

· To maintain the Authority’s ordering of goods and services by creating orders and monitoring receipts.

· Manage credit card purchases (registered in your name), in accordance with current policy, including challenging requests and verifying purchases against the bill/statements.

· Dealing with enquiries from suppliers, contractors and internal customers.

· Liaise with the Corporate Procurement Team to ensure adherence with the most up to date legislation and Council policies.

· Preparation of estimates including limited design input and measurement of works on site.

· Assisting with the pricing of tenders and larger estimates including preparation of valuations, advising and highlighting potential issues.

· Contribute to the preparation of new tenders, advising and highlighting potential issues.

· Assist in the production of documentation, specification, tendering and negotiation to award of contracts.

· Assisting in the production and maintenance of target hours for all areas of work to enable performance monitoring.

· Ensure data is entered into relevant IT systems and monitoring of invoice data

· Checking and processing of invoices, dealing with suppliers/contractors on invoice queries.

· Provide cover as and when required to other areas on priority functions of a similar nature.

· Monitoring of workload, ensuring completion within targets, reporting any issues to your line manager appropriately.

· Prepare for new works including raising of job numbers, collating information to generate target hours for productivity monitoring and raising of sub-contract orders.

· To support the Street Works Team with notifying street works activities.

· Assist with obtaining and issuing basic health and safety file information.


Person Specification
	
Criteria No.
	Attribute
	Essential
(E)
	Desirable
(D)

	
	Qualifications & Education
	
	

	1
	Four GCSEs or equivalent to include Maths and English (Grade A*-C)
	
	D

	2
	Working towards full membership of CIPS/CIOB or equivalent procurement/construction professional body 
	
	D

	
	Experience & Knowledge
	
	

	3
	Approximately 3 years’ experience of working in procurement/quantity surveying in a large, multi-functional organisation in the public or private sector
	E
	

	4
	Approximately one years’ experience of administrative functions within a highway repairs or similar environment
	E
	

	5
	Experience of providing procurement advice
	E
	

	6
	Experience of setting up and maintaining systems
	E
	

	7
	Experience of pricing tenders and estimates including preparation of valuations
	
	D

	
	Skills
	
	

	8
	Ability to work successfully as part of a team
	E
	

	9
	Ability to communicate both orally and in writing to varied audiences
	E
	

	10
	Ability to plan, organise and prioritise own work with a minimum of supervision and to strict deadlines, communicating clearly with service managers
	E
	

	11
	IT Literate, capable of using MS Word / Excel and office packages
	E
	

	12
	Ability to interpret financial information
	E
	

	13
	Ability to undertake independent research
	E
	

	14
	Ability to interpret policy and procures to meet procurement criteria and give recommendations and advice
	E
	

	15
	Ability to undertake measurement of works on site 

	
	D

	
	Personal Attributes
	
	

	16
	Robust character with the ability to work under pressure
	E
	

	17
	Self-motivated and pro-active
	E
	

	18
	Ability to demonstrate a commitment to high standards of customer service
	E
	

	19
	Flexible approach to a fast changing working environment

	E
	

	
	Special Requirements
	
	

	20
	The ability to communicate at ease with customers and provide advice in accurate spoken English
	E
	

	21
	Capable of independent travel to carry out the requirements of the post
	E
	




Supporting Statement
Our values:
Are at the heart of everything we do. Our values are not just words, the way we behave is one of the most important ways we can demonstrate them. 

	RESPECT…
be Respectful towards the Council, each other as colleagues as well as our community, residents, service users, stakeholders and wider partners. 

	COLLABORATE…
act Collaboratively and ensure our successful journey of collaboration continues to ensure that we maximise opportunities to achieve success.

	INNOVATE…
be Innovative in everything we do and voice improvements to ensure we offer quality services.
	DELIVER…
deliver quality services to all and strive to always deliver the best we can with the resources available.



All employees will be expected to:
· [bookmark: _Hlk216194895]Engage with our My Journey process and supporting conversations.
· Ensure that you work and communicate in line with our core values, policies and procedures and you are aware of your obligations under these. 
· Behave according to the Valued behaviours framework, the Dignity & Respect Policy and Employees’ Code of Conduct and ensure that you are aware of your obligations and responsibilities re. conflicts of interest, gifts, hospitality and other matters covered by the Code.
· Carry out your role in line with our Equality agenda.
· Be a team player and willing to be supportive and flexible.
· Carry out any other duties of a similar nature related to this post that may be required from time-to-time.
· Comply with health and safety policies, organisational statements and procedures, report any incidents / accidents/ hazards and take a pro-active approach to health and safety matters to protect yourself and others.  
· Carry out your role in line with our climate neutral ambitions.
· We are committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.
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