CAERPHILLY COUNTY BOROUGH COUNCIL

JOB DESCRIPTION

POST NUMBER:

EFBA107
POST TITLE:
Supplier Relationship Officer


(2 Year Fixed Term/Secondment Opportunity)

DIRECTORATE:

Chief Executives Department

SECTION:


Procurement Services
LOCATION:
Penallta House
GRADE:


PO 1 – 4 (subject to job evaluation)
RESPONSIBLE TO:
Procurement Business Manager
JOB PURPOSE:
Under the general direction of the Procurement Business Manager, to develop relationships and contract arrangements with Small and Medium Sized Enterprises and voluntary sector organisations, with an emphasis on the Local Supply Chain within the Caerphilly County Borough.  

The management of contract arrangements associated with the purchase of goods, works and services for Caerphilly County Borough Council and other public bodies in line with Standing Orders for Contracts, Financial Regulations and EU Procurement Directives.

DUTIES AND RESPONSIBILITIES: 

1. Identification and development of local supply chain.
2. Develop relationships with local suppliers and voluntary sector organisations including ethnic minority groups within the boundaries of the Welsh Purchasing Organisation.
3. Development and management of contracts.
4. Contract management and negotiations for Caerphilly County Borough Council, Local Authorities and other Public Bodies, in line with Standing Orders for Contracts, Financial Regulations and EU Procurement Directives and Environmental Policies.
5. Advise, support and assist officers in other departments on all aspects of contract arrangements.
6. Undertake other purchasing duties as and when required.
7. Attend meetings and represent the department/Authority as and when required.
8. Delivery of individual procurement projects, which include contract letting, preparation of guidance documents and analysis of procurement options.
9. Ensure best value contract arrangements.
10. Assist Procurement Business Manager as and when required.
11. Project management.
12. Contribute to and assist in delivering the procurement strategy within Caerphilly County Borough Council.
13. Assist other members of the team as and when required.
14. 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.
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CAERPHILLY COUNTY BOROUGH COUNCIL

PERSON SPECIFICATION

	
	ESSENTIAL
	DESIRABLE



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


	Full membership of the Chartered Institute of Purchasing and Supply (or studying towards)

or qualifications set at a similar level within the National Qualifications Framework.

Possession of a general management qualification or degree.

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



	EXPERIENCE


	3 years experience at a senior level within a purchasing organisation.
	Experience of supply chain management.

Experience of development local supply chains.



	SKILLS & KNOWLEDGE


	In-depth knowledge of the EU procurement directives.

Experience of quality issues.

Good working knowledge of IT systems.

A good working knowledge of equality issues in relation to Procurement activities.

Knowledge and experience of supply chain development ideally SME environment.

Strength of character and presence of mind to liaise effectively and authoritatively with people at all levels.

Good analytical and report writing skills.

Excellent supplier/customer communications.

Excellent communication skills and the ability to work with a diverse supplier base.

Experience of supply chain management and development.

Experience of planning and developing contract arrangements.

Ability to work with the minimum of supervision.

Ability to work within a team-based environment and or on your own initiative.


	Project management experience.

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

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

Full driving licence.

Transport available for use in day to day business.

Commitment to the Council’s Equal Opportunities Policies.


	


