CAERPHILLY COUNTY BOROUGH COUNCIL

JOB DESCRIPTION

POST NUMBER:

EFBA104/105/106

POST:


Procurement Officer X 3 Posts
DIRECTORATE:

Chief Executives Department
SECTION:


Procurement Services
LOCATION:
 

Penallta House
GRADE:
Scale 5 – 6
(subject to job evaluation)

bar on top of scale 5 pending qualification
RESPONSIBLE TO:
Contracts Manager, Corporate Procurement Unit

for day to day line management and technical/professional advice.

JOB PURPOSE:

As a Procurement Officer, you will be part of the Corporate Procurement Unit within Caerphilly County Borough Council covering all aspects of procurement for the following Directorates:

· Corporate Services Food (1 x post)

· Environment (1 x post)
· Social Services (1 x post)

The post holders will be responsible for the management of a wide range of contracts, in accordance with EU procurement directives, financial regulations and standing orders for contracts.

PRINCIPAL ACCOUNTABILITIES:

1. Management of contracts.

2. Contract management, administration and negotiations for Caerphilly County Borough Council (CCBC) and other public sector bodies. In accordance with EU Procurement directives, financial regulations and standing orders for contracts.

3. Advise, support and assist officers in other departments on all aspects of contract arrangements.
4. Identify new potential external providers.

5. Evaluate offers from external providers.

6. Lead negotiations with external providers.

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

9. Place official orders using the computerised purchasing system.

10. Assist in the maintenance of the computerised purchasing system.

11. Provider statistical returns to the Contracts Manager (Corporate Procurement Unit).

12. Ensure best value contract arrangements.

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

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

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



7 April 2008

Reviewed by Manager


7 April 2008

Reviewed PIR/annually




Checked by Directorate Personnel 
28 April 2008

CAERPHILLY COUNTY BOROUGH COUNCIL

PERSON SPECIFICATION

	
	ESSENTIAL
	DESIRABLE



	QUALIFICATIONS
	5 GCSE Grades A-C or equivalent qualifications set at a similar level within the National Qualifications Framework.

Member of the Chartered Institute of Purchasing and Supply or actively studying towards the Institute’s examinations.


	

	EXPERIENCE
	Minimum of 12 months experience in a large purchasing organisation.

Experience in Procurement activities.


	

	KNOWLEDGE
	Good working knowledge of the EU Procurement directives.

IT literate with a knowledge of word processing and spreadsheet software packages.
	Knowledge of computerised purchasing systems.

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



	SKILLS
	Ability to communicate effectively with a range of people.

Ability to negotiate effectively.

Ability to establish productive relationships.

Ability to grasp and assimilate new information quickly.

Ability to identify, analyse and resolve problems.

Enthusiasm, energy and self-motivation.

Good organisational skills.

A willingness to work with others as a member of a team.


	

	GENERAL
	A full driving licence and access to own transport for day to day business activities.

Commitment to the Council`s Equal Opportunities Policies.


	


