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Procurement Manager - Building Schools for the Future

£43,275 - £45,867 (pay award pending)

In this role, you’ll have the chance to play a pivotal part in developing the procurement strategy for Camden’s Building Schools for the Future programme. Working closely with Council departments, schools and external consultants alike, you’ll play a leading role in negotiations with bidders while providing professional input into every stage of the work.

You must bring proven knowledge of the key commercial and technical issues within large and complex procurement projects. This should be supported by experience of preparing complex documentation, accurate reports and relevant appraisal systems. The ability to use EU Negotiated or Competitive Dialogue procedures is also important.
Ref: IRC3160

Closing date: Friday 26th September 2008 

Further information can be found at:

http://www.camden.gov.uk/ccm/navigation/jobs-and-careers/
JOB PROFILE 

	Job Title


	Building Schools for the Future Procurement Manager

	Grade


	PO7

	Directorate 


	Children School and Families

	Division
	Finance and Schools Support

	Reports to
	BSF Programme Director


	Job Purpose

	To lead the development of the BSF programme’s procurement and commercial strategy, ensuring the objectives of the BSF Strategy for Change (SfC) are fully reflected.

To ensure key documents including the Outline Business Case and other strategic and working documents are prepared in accordance with DCSF and PfS requirements.

To support the BSF Programme Director and CSF Assistant Director (Finance & Schools Support) on development of financial models and negotiations with schools on financial contributions.

To ensure appropriate procurement and commercial input is provided to key project documents including the Outline Business Case and other strategic and working documents.

To work closely with other Council departments and schools on development of BSF procurement and commercial strategies.

To co-ordinate the work of specialist advisors supporting the procurement and commercial aspects of the programme.

Lead the preparation of key procurement documentation, including the OJEU notice, Memorandum of Information, Pre-qualification Questionnaire, Invitation to Partake in Dialogue, Invitation to Continue Dialogue, Invitation to Submit Final Bids, making appropriate use of standard Partnerships for Schools (PfS) documentation 
To support the BSF Programme Director and CSF Assistant Director (Finance & Schools Support) and play a leading personal role in negotiations with bidders through the competitive dialogue process or other procurements processes as required.
To deputise for the BSF Programme Director as required and to work flexibly over the whole range of activities involved in the BSF programme, giving support as required in light of current and future priorities.




	Main Duties and Responsibilities

	1. To be responsible for project managing the delivery of the key Business Cases for the BSF programme i.e. Strategy for Change (SfC) Part 1 and 2, Outline Business Case (OBC), Strategic Partnering Agreement (SPA) and Final Business Case (FBC) 



	2. To take lead responsibility for the commercial aspects of the above documents and the procurement strategy contained in them.

3. To ensure the Project Management of the Business Cases is consistent with the overall Project Management of the BSF Project.



	4. To ensure appropriate procurement and commercial input is provided to each stage of the development and delivery of the BSF programme and is reflected in all key reports and project documents.



	5. To work closely with other Council departments, Schools and external advisers/consultants on development of BSF procurement and commercial strategies.



	6. To lead on development of the BSF Procurement Strategy reflecting the overarching strategy and aims of the programme. 



	7. To develop appropriate procurement tools and processes to be employed in the BSF process together with robust appraisals and decision processes.



	8. To lead and direct the work of specialist consultants in the procurement and commercial aspects of the programme and co-ordinate this work with the work of other consultants as appropriate.



	9. Make an effective contribution and provide positive support to business planning and performance management processes of project teams and stakeholders, leading some teams as required.



	10. Planning and implementation of the Business Cases element of the BSF Project under corporate project management and procurement requirements.



	11. Assist in the maintenance of project management tools including project plan, project risk and issue logs and project deliverable matrix in order to monitor and report on the Business Case progress.



	12. Ensuring that all deliverables for the Business Cases are managed through the correct sign off procedure.



	13. To develop and manage part of the BSF Team responsible for procurement and, commercial issues and production of Business Cases.



	14. Ensure that all procurement and commercial strategies and production of Business Cases are done in accordance with DCSF and PfS requirements. Assist in ensuring that the approvals processes for the procurement and commercial strategies and Business Cases are completed at Council, Partnerships for Schools, and DCSF levels



	15. To support the BSF Programme Director and CSF Assistant Director (Finance & Schools Support) and play a leading personal role in negotiations with bidders through the competitive dialogue process or other procurements processes as required.


	16. To lead on the procurement and commercial aspects of project management.

	17. To support the Assistant Director (Finance & Schools Support) on development of financial models and negotiations with schools on financial contributions.


	Position in Organisation/Organisation Chart

	Indicate the number and type of any direct reports, and the reporting line above. If available, an organisational chart should be inserted to show where the job sits within the structure.

The section should clearly identify if there is managerial accountability (e.g. responsible for end of year reviews, performance management, staff development, staff budget etc), or supervisory responsibilities (checking work).

Where there is a joint responsibility for management or supervision this should be explained.

	
Project Team

The BSF team is in the process of being established. It is anticipated that additional posts may be added as the project develops. The postholder will be expected to adopt a flexible approach to the work of the service and their own responsibilities during the formative stages of the programme. 

The Council Project Team includes education, technical, financial, procurement and legal officers. External support will be required to complement the skills and experience of the in-house staff. The Project Team will support the Project Director in the delivery of the business cases and then the management of the procurement of the private sector partner and the establishment of the Local Education Partnership (LEP).

Reporting

The Procurement Manager reports directly to the BSF Project Director, the individual responsible for the detailed management of the project and who provides the interface between the Project Board and the supply side of the project team.

The BSF Project Director, in turn, reports to the Assistant Director for Finance and School Support.

The Assistant Director for Finance and School Support reports to the Director of Children, Schools & Families (CSF). The Director of CSF is the BSF Project Sponsor, the senior officer who will generally support the Project Director, be involved in key negotiation meetings, and be responsible for promoting the project with members, stakeholders and other external bodies.



	Work Environment 

	A brief statement to illustrate the context of the job. This should clearly set out: 

· The job’s demands in terms of flexibility/adaptation to changing/conflicting priorities and deadlines and to what extent these are within the jobholder’s control.

· Any unpleasant working conditions, for example exposure to noise, dirt etc. And if so, for what percentage of working time.

· Any physical demands of the job, that are beyond the normal experience of day- to-day e.g. office environment.  

· Any hazards/risks faced in the job (risk of assault, injury, infection and how often). 

	The activities of this post will be subject to ongoing development, change and realignment of priorities. The post holder will therefore deal with challenging, complex and often uncertain circumstances and will have to frequently manage conflicting priorities in order to meet corporate and project deadlines. The work will also be subject to interruption and it is necessary to be responsive, flexible and adaptable to a fast-paced, ambitious agenda. The post holder must act quickly and decisively with appropriate risk management techniques to meet the Council’s aspirations for raising standards in secondary education and delivering the BSF capital building programme.

The typical work environment is an open plan office area, but other spaces can also include various council offices, schools and public consultation events. The office is climate controlled and conforms to national health and safety and occupational health standards. 


Camden’s Health and Safety Policy Statement states that “The London Borough of Camden (the Council) recognises and accepts it's responsibility as an employer for providing a safe and healthy work environment for all employees and for ensuring the health & safety of others who may be affected by the Council's undertakings e.g. members of the public, visitors, tenants, contractors, etc.”




	Work Dimensions

	A description of the scope and scale of work in which the job is involved in either directly or indirectly. This should clearly set out the:

· Extent to which the job requires innovatory thinking, stating how often and why.

· Nature and frequency of contacts and working relationships required by the job. 

· Discretion to take and impact of decisions taken. The frequency of the decisions taken should be explained. If the decisions are shared or recommendations for approval this should also be made clear. 

· Personal responsibility for equipment and or facilities e.g. Stating their financial value and the frequency and nature of the responsibility. If the responsibility is shared this should be explained.


	The job requires high levels of creativity in problem solving, idea generation and seeking out and disseminating successful procurement practice. Creativity will be required when working with the BSF Project Team and various advisers to ensure that the proposed BSF schemes are commercially feasible, within budget, provide value for money and deliver Camden’s strategic learning objectives. 

The BSF Procurement Manager will carry lead responsibility within the BSF team for supporting the development and delivery of procurement, financial and commercial aspects of the Council’s £240m BSF programme, working with external consultants and technical advisers. 

The postholder will be expected to use initiative and exercise judgement in determining priorities for themselves, external advisers and, from time to time, other members of staff. 

The postholder will also be expected to have the flexibility to adapt to changing priorities and conflicting demands, supporting and motivating colleagues in challenging circumstances.

The BSF Procurement Manager will be expected to advise and have credibility with school Heads and Governors, Councillors, senior officers in CSF and other Council Departments. The postholder will also be expected to have credibility with the Council’s external technical, legal and financial advisers and to direct aspects of their work with confidence.




	Knowledge, Qualifications, Skills and Behaviours and Experience

	The factors below should only be included if they are essential to allow the main responsibilities of the post to be completed effectively. Where a factor is not essential but desirable this should be clearly indicated.

	Qualifications: This should include any qualifications that are legally or professionally required in order to practice in a profession.

	Essential:

An appropriate graduate or similar level education demonstrating a high level of intellectual and analytical capacity. 


	Desirable:

A graduate or similar level qualification in a financial or procurement/commercial related area. Membership of the Chartered Institute of Purchasing and Supply (CIPS) or similar level procurement/commercial qualification.



	Knowledge: This should be the expected level of knowledge for a new entrant.

	Essential:

Knowledge of the key procurement and commercial issues within large scale procurement projects, particularly construction and partnering.

A familiarity with typical problems associated with complex procurement projects and knowledge of techniques for the effective delivery of complex procurement projects.

Knowledge of EU procurement regulations and their application to major capital/building procurement exercises.

	Desirable:
Knowledge of the key procurement and commercial issues within BSF projects.

Knowledge of EU procurement competitive dialogue process and its application to major capital/building procurement exercises.


	Skills and Behaviours: For example which of our Ways of Working will be essential to the job’s contribution. 

	Essential:
Able to develop effective partnerships in the delivery of strategic procurement projects.

Ability to dealing with a wide range of stakeholders aspirations and reflect them in procurement processes and documents in the context of strategic priorities.
Ability to work on own initiative yet be a team player.

Excellent interpersonal skills, including influencing and negotiating skills and the ability to work across service boundaries.

Able to operate at a senior level in a multi agency context.

Self-motivated and good organisational abilities.

Excellent written and verbal communication skills, including presentations to a high standard. Ability to express self clearly, develop powerful arguments and communicate effectively to wide range of audiences.

Ability to plan, co-ordinate, monitor and evaluate project work consistent with agreed strategy.

Ability to work effectively under pressure and manage multiple priorities, to meet tight deadlines whilst maintaining a high quality level of work.


	Desirable:



	Relevant Experience: Where experience is considered as necessary the length of experience should not normally be stated, as it will demonstrate quantity and not quality. However, for some technical and senior roles it may be necessary to state a minimum period of experience as an indication of exposure in the necessary field of work.

	Essential: 

Experience of working with staff at all levels of a large multi-functional the organisation and developing effective partnerships with agencies external to the organisation. 

Experience of writing and preparing procurement reports and project management documentation and preparing complex contract documentation and procurement appraisal systems.

Familiarity with standard project management practices.

Evidence of success in managing large-scale procurement projects, ideally of a building/capital nature. 

Experience of successfully managing a procurement using the EU Negotiated and/or Competitive Dialogue procedure or clear evidence of ability to do so.

	Desirable:




	Approved by Job Holder

	Name


	
	
	

	Signature


	
	Date
	


	Approved by Line ManagereqadHead

	Name


	
	Position
	

	Signature


	
	Date
	


	Grade

	May show grades if a career grade. Must state if an indicative grade i.e. subject to evaluation

	Occupational Codes

	


Note: All Camden employees are expected to be flexible in undertaking the duties and responsibilities attached to their post and may be asked to perform other duties, which reasonably correspond to the general character of their post and their level of responsibility.  
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