CAERPHILLY COUNTY BOROUGH COUNCIL

JOB DESCRIPTION

POST NUMBER:

EFBA033/034

POST:


Category Manager x 2 posts

DIRECTORATE:

Corporate Services
SECTION:


Procurement Services
LOCATION:
 

Ty-Penallta

GRADE:


PO 6 - 8  (subject to job evaluation)

RESPONSIBLE TO:
Contracts Manager, Corporate Procurement Unit for day to day line management and technical/professional advice.

JOB PURPOSE:

As a Category Manager, you will be part of the Corporate Procurement Unit within Caerphilly County Borough Council covering the following Directorates:

· Social Services & Education (1 x post) 

· Environment and Corporate Services (1 x post).

The post holders will create strategic direction for future procurements within these directorates.  Identifying opportunities for collaboration and efficiencies across the Category areas.  As part of the Corporate Procurement team the role will assist in development and implementation of the authority’s procurement strategy using tools such as e-procurement, supply chain management, engagement.  The post holders will work to identify opportunities for use of collaborative arrangements and consider the Value Wales Sourcing plan.
PRINCIPAL ACCOUNTABILITIES:

1. Specific knowledge of the Categories associated with Social Services & Education and/ or Environment & Corporate Services within Local Government.

2. Understand key stakeholders and how the category is acquired across the Public Sector.
3. Strategic Sourcing skills and the tools required for undertaking supplier development.
4. Project Management.
5. Undertake option generations and recommendations.
· Produce reports for consideration at appropriate forums/ meetings.

· Analysis of data

· Develop relationships between departmental clients 

· Undertake risk assessments

6. Strategy development and implementation.
7. Able to maintain and develop partnerships with external providers.
8. Undertake other purchasing duties as and when required.

9. Supplier management and development.
10. Delivery of significant value for money savings and improve service delivery, efficiency and quality.
11. Ensure best value contract arrangements.

12. Attend meetings and represent the directorate /authority as and when required.

13. Assist in delivering the procurement strategy within Caerphilly CBC.

14. Assist the Contracts Manager as and when required.

15. Assist other members of the team as and when required.

The duties and responsibilities attached to the post are difficult to define in detail and may vary from time to time without changing the general character of the duties or level of responsibilities entailed. The post-holder is therefore expected to undertake such other duties as may be requested provided the general character of the duties or level of responsibility does not change.
The post-holder will be expected to adopt a flexible attitude to the duties of the post.  These may change after discussion with the post holder, due to the changing needs of the service but in keeping with the Directorate’s requirements of the post.

Creation Date



7th April, 2008

Reviewed by Manager


7th April, 2008

Reviewed PIR/annually




Checked by Directorate Personnel 
28th April, 2008

CAERPHILLY COUNTY BOROUGH COUNCIL

PERSON SPECIFICATION

	
	ESSENTIAL
	DESIRABLE



	QUALIFICATIONS
	A good educational background including either a higher or further education qualification.

Possession of a general management qualification or degree.
	Full Membership of the Chartered Institute of Purchasing and Supply (MCIPS) or other recognised qualification or actively studying towards.

Evidence of continued professional development activities undertaken in the last 2 years.



	EXPERIENCE
	3 years experience at a senior level within a purchasing organisation.
	3 years experience at a senior level within a purchasing organisation.



	KNOWLEDGE
	Thorough knowledge of legislative and regulatory framework relating to procurement.

Appreciation of the wider modernisation issues facing local government.

Understanding of the Best Value principals.

Sound working knowledge of management in relation to the posts. Social Services & Education and/ or Environment & Corporate Services categories.

Experience of quality issues and associated standards.

Good working knowledge of IT Systems.


	Good working knowledge of e-procurement

Knowledge of sustainable procurement, small and medium size enterprise (SME), voluntary sector development.

	SKILLS
	Strategic Thinking

Drive, develop, deploy and document operational/business strategies facilitating cross-functional teams.

Able to influence department’s strategy and priorities.

Introduce and manage formal periodic reviews.

Possess and deploy a range of strategic analysis tools. 

Risks

Ability to identify all perceived and relevant areas of risk, confirms there is a shared understanding of risk, how it is to be allocated and gains agreement on how it is to be managed.

Identifies strategic risk factors, evaluates options for minimising risk.

Ensures those with operational responsibilities implement appropriate measure.

Has appropriate contingency responsibilities implement appropriate measures and have appropriate contingency actions plans in place to remove or limit risk.

Possess and applies knowledge and understanding of guidelines on risk management specifically local government and relevant legislation.


	

	
	General
Ability to meet tight deadlines and organise workloads.

Ability to negotiate effectively with individuals and organisations at all levels.

Ability to communicate effectively at all levels.

Ability to work with the minimum of supervision.

Good report writing skills.

Demonstrate the ability to work within a team-based environment and on own when required.

Demonstrate flexible/adaptable and innovative approach to problem solving

Project Management

Establishes what value means to the client in terms of business benefits and priorities, using the value management approach to decision making at all levels.

Manage routine and critical requirements and suppliers.

Manages supplier relationships through appropriate and structured supplier and contract management processes.

Undertake spend analysis to identify areas of improvement and efficiency.

Identify areas for strategic partnership working; develop relationships providing benefits to the authority. 


	

	
	Manage supplier performance to meet needs of the organisation.

Undertake full options appraisals for service supplies.

Associates characteristics of spend categories and market knowledge to effectively manage supplier relationships to maximise value for money and delivery in short and long term.

Excellent working knowledge of EC procurement regulations, understanding of UK Commercial law.

Knowledge and understanding of specialist legal areas appropriate to category of spend.

Able to evaluate negotiate and apportion contract risk.

Five stakeholders clear and accurate information and advice and provides opportunity for comments and clarification. 

Manage an interface between suppliers, customers and procurement.

Ability to lead and contribute to project management process.

Excellent communication skills.

Excellent analytical skills.

	

	GENERAL
	Committed to the ethos of a democratically accountable yet responsive, caring high quality and customer driven public services.

A strong commitment to working collaboratively with our customers and assisting them to deliver high quality services.

Ability to contribute to the efficiency agenda and driving service improvements.

Commitment to the Council’s Equal Opportunities Policies.


	


