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Hanover (Scotland) Housing Association Ltd
	JOB DESCRIPTION

	Position:
	Procurement Officer
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	Department:
	Chief Executive Department
	

	Reports to:
	Business Improvement Manager 
– Procurement 
	

	Salary Band:
	To be evaluated
	

	Date:
	3 August 2018
	


Purpose of Job



The post holder will be a member of the Central Procurement Team (CPT) providing support to help departments deliver savings and best practice across a range of procurement activities, through optimisation of procurement processes and systems to deliver both cash and non-cash efficiencies. The post holder will ensure continuous improvement, through a professional procurement and contracts management approach, and the ongoing development of e-procurement.

Main duties and responsibilities
1.
Strategy
1.1 To contribute to strategy by the completion of priority actions.
1.2
To provide specialist procurement advice taking account of the Association’s Procurement Strategy, policy and procedures.

2.
Tenders and Contract Management

2.1
To monitor and manage the association’s contract management data base, providing guidance and support to departments to ensure it is utilised correctly to enable efficient monitoring/management reporting and to enable accurate assessment of quality performance is included in the data base. 
2.2
To collate and analyse data from the associations contractor management data base of contractor/supplier KPIs to identify good performance and areas of improvement.   
2.3
To contribute to and support departments in the preparation of individual contract terms and conditions.
2.4
To provide guidance to departments in establishing realistic and appropriate KPIs for individual contracts, taking into account customers’ needs.

2.5
To maintain an awareness of frameworks in order to provide guidance and support to departments in identifying/accessing/making best use of the frameworks.

2.6
As a member of the CPT, assist with ensuring that systems in place can deliver the agreed service and to capture, record and report information (such as tender documentation and reviews) electronically,  promptly and accurately.
2.7
To provide technical expertise, in relation to procurement activities.  Working within a multi-disciplinary team to ensure rigorous reviews of procurement options.
2.8
To oversee the preparation of tender documentation across all departments, identifying non-compliant documentation, providing advice and support to the contract managers to meet compliance, noting trends and patterns.
2.9
To work with the Business Improvement Manager – Procurement (BIM) and the Procurement Manager to ensure that a clear and full audit trail exists for any procurement process in accordance with Association policy and relevant statutory guidance.
2.10
To support and contribute in the development of an improved procurement process including IT systems to deliver maximum value and achieve sustainable procurement objectives.
2.11
To review procurement templates and letters to ensure compliance and best practice is followed.
2.13
To manage procurement activities on Public Contracts Scotland (PCS) ensuring that all Quick quotes, contract notices, awards and register, Q&As are timeously updated.
2.14
To liaise with the Contract Manager on Q&As that may arise on the PCS portal during the tender process and upload response on the portal.
2.15
To participate in the evaluation of tenders, having responsibility for recording and obtaining all clarifications with bidders.
2.16
To participate in reviewing and approving tender reports submitted by the contract manager.
3.
Audit and Risk 
3.1
To report to the BIM all significant risks to business continuity and apply remedial measures within own authority and as instructed.
4.
Policy Procedure and Practice 

4.1 To contribute to the evaluation and updating of policy, procedure, practice and quality standards and ensure delegated objectives are achieved.  
4.2
To contribute to policy and procedure updates and reviews, ensuring that they link to other elements of the organisation. 
4.3
To support the drafting of policies relating to the procurement activities Hanover undertakes.
4.4 Make recommendations to the BIM on the contents of a best practice manual.
4.5
Ensure your procurement colleagues follow appropriate policies and procedures as part of their best practice manual.

5.
Stakeholder Management/Communication
5.1
Provide support to internal/external stakeholders in the development and maintenance of procurement procedures/guidance manuals and action plan.
5.2
To develop quality assurance tools in liaison with departments to ensure stakeholder feedback is collated, learning points noted and action plans implemented to ensure a continuous improvement regime.
5.3
To develop feedback to stakeholders.
5.4
Liaise and maintain good working with both internal and external stakeholders in order that customer needs are identified and considered.
5.5
To develop and promote strong working relationships with colleagues in all departments to ensure collaborative, cross-functional working.  This is to ensure the whole of Hanover’s capability is accessed and used to its maximum.
5.6
To ensure all bidders are provided with appropriate debrief information timeously.
6.
Learning and Development/People Management
6.1
To maintain up-to-date specialist knowledge of legislation, standards and best practice and to share this knowledge with colleagues as required.
6.2
To undertake research into innovative ways to procure.
6.3
To advise staff at all levels on appropriate procurement routes and provide appropriate support in tendering processes.
6.4
To provide support in delivering relevant training courses to staff involved in procurement activity. 
6.5
To take personal responsibility for your own personal development and, in consultation with your line manager, to ensure it is appropriate and adequate to help you discharge your responsibilities and grow in your job. 

7.
Finance
7.1 To contribute to the collation and analysis of complex data to inform future procurement initiatives across all areas of spend.
7.2
To contribute to developing management reporting on procurement activity including spend analysis and supplier selection and performance.
8.
Compliance/Governance
8.1 To contribute to the preparation of procurement returns to relevant regulatory authorities or statutory bodies.
8.2
To ensure that, within your remit, the team operates in accordance with relevant legislation, the Association’s objectives and the application of key performance standards and indicators agreed.
9.
Performance Management 

9.1 To work within a performance culture, which is underpinned by a strong, personal performance motive and belief in continuous improvement.
9.2 To operate within the CPT.
9.3
Provide analysis and action plans where improvements are required. 
9.4
Deliver and monitor business objectives through a personal management plan to meet key objectives and Key Performance Indicators (KPIs). 
9.5
Promote and encourage Equality and Diversity with customers and staff as detailed in the Equalities Strategy.
9.6
To research KPIs and their management from Best in Class companies for continuous improvement.   

10.
Health Safety and Wellbeing at Work and Environmental 

10.1 To discharge all specific duties allocated to the post in the Policy on Health, Safety and Wellbeing at Work and as otherwise instructed. 
10.2 To ensure that responsibilities for Health Safety and Wellbeing at Work delegated to reporting staff are understood and applied. 
10.3
To undertake other duties as assigned by the BIM or Chief Executive.

Working Relationships

The list below provides an outline of relationships:
Internal 

· Central procurement team

· The Chief Executive and Directors 

· Senior Managers, 

· Budget Holders, 

· Any other staff
External
· Procurement Agencies, 

· Suppliers and potential suppliers, 

· Potential procurement collaborators including other Housing Associations.

Job context and other relevant information.  The post holder:
· must discharge their relevant duties and responsibilities under the Health & Safety Work etc. Act 1974, the Management of Health and Safety at Work Regulations 1999 (as amended) and all relevant Codes of Safe Working Practice and policies.  The Health and Safety at Work Act stipulates that it is the responsibility of every employee to observe all rules governing health and safety and such safety equipment as provided must be used.

· must have due regard to the Association’s current management arrangements for Data Quality.  All employees have a responsibility to ensure that the data they collect, manage and report, including data from third parties is accurate, valid, reliable, relevant, complete and produced in a timely fashion to aid sound decision making and that appropriate procedures, systems and processes are in place to provide quality data.
· must work in accordance with the Association’s policies, procedures, information, instructions, and/ or training received.

This profile is indicative of the nature and level of responsibility associated with the post.  It is not exhaustive, and the post holder may be required to undertake such other duties as may be required to meet the needs and responsibility of the Service and the Association.
Signed ………………………………………….
Line Manager (if applicable)

Signed …………………………………………..  
Post holder
Date
……………………………………………

Person Specification
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Job Title: Procurement Officer
As part of the Disability Symbol accreditation, the Association has made the commitment to interview all applicants with a disability who meet minimum essential criteria for the post.

	Criteria
	Essential/Desirable

	1. Skills/Abilities/Knowledge
This section specifies the skills, abilities and knowledge the postholder must have to perform satisfactorily.


	

	· Strategic thinker able to assess business strategy and objectives 
	Essential

	· Ability to plan and priorities effectively
	Essential

	· Good analytical and data analysis skills
	Essential

	· Ability to think innovatively and creatively.
	Essential

	· Communicate effectively with a range of individuals/organisations including 
	Essential

	· Ability to develop existing negotiation skills to apply in a procurement role.
	Essential

	· Ability to meet deadlines
	Essential

	· Ability to interpret legislation policies, procedures and operating practices and transfer these skills to ensure our procurement procurement is legal and due diligent.
	Essential

	·  A knowledge of the key principles of procurement 
	Essential

	· Project management skills 
	Essential

	· The ability to develop and apply liaison and advisory skills in a professional role
	Essential

	· Ability to assess and advise on business plans and proposals and risks 
	Essential 


	2. Experience

This section specifies the level and quality of experience required.


	

	Minimum of 3 years previous experience in a similar or related role 
	Essential

	Minimum of 3 years previous experience relating to the procurement in an asset management setting.

	Desirable

	3. Education/Qualifications
Degrees or diplomas obtained abroad are acceptable if they are of equivalent standard to UK qualifications.


	

	· Diploma in CIPS (Chartered Institute of Purchasing and Supply Management)
	Desirable


	4. Other

This section specifies other factors which may be necessary.


	

	· None
	


	5. Equal Opportunities

This Association is working actively to promote equality of opportunity both in its employment practices and in the delivery of its services.  It is essential that the postholder is willing to work in accordance with existing policies and codes of practice
	Essential


