THE MORAY COUNCIL

JOB DESCRIPTION

	(1)
JOB IDENTITY



	
	
	
	

	POST TITLE:
	Procurement Assistant
	DEPARTMENT:
	Finance

	
	
	
	

	SECTION:
	Procurement
	LOCATION:
	Elgin HQ

	
	
	
	

	REPORT TO:
	Assistant Procurement Manager
	
	

	
	
	
	

	GRADE:
	7
	POST NO:
	TBC

	
	
	
	

	
	
	
	


	(2)
JOB PURPOSE AND WAY OF WORKING



	The Procurement Assistant is responsible for supporting the delivery of the corporate procurement service, which includes governance, accountability, support, and project administration of certain elements of the tendering and contracting processes. This includes completing contract assessments, and quick quote reviews.


	(3) MAJOR TASKS



	3.1
	Provide advice and support for the development of the Council’s Procurement Policy, annual report, strategy, procedures and guidance library ensuring alignment with regulations.

	3.2
	Ensure that all procedures and related processes are developed to deliver efficient processes and appropriately documented.

	3.3
	Assist and support the work of the procurement branch and finance service area in the delivery of the Council’s procurement services. This includes liaising with, advising and assisting procurement officers/departmental officers in the delivery of procurement activities, and handling enquiries.

	3.4
	Manage the contract register, conduct research and deliver reports, providing management data information for procurement reporting purposes, strategy, FOIs and other requirements. 

	
	The above is intended to provide a clear but concise statement of the present MAJOR TASKS and ACTIVITIES of the job.  It is not an exhaustive list of all its detailed duties.


	(4)
	REPORTING RELATIONSHIPS   This job is indicated by *



	

	




	(5)
	DUTIES TYPICALLY INCLUDE



	5.1
5.1.1
5.1.2

5.1.3

5.1.4

5.1.5

5.1.6

5.1.7

5.1.8
	Provide advice and support for the development of the Council’s Procurement Policy, annual report, strategy, procedures and guidance library ensuring alignment with regulations.

Assist in ensuring all practices remain within the Council's Financial Regulations and Procurement Procedures.
Maintain a sound knowledge of the Councils contract register.

Maintain a sound knowledge of the regulations and issues affecting procurement.
Conduct research, and compile information for officers responsible for writing committee reports and other activities.
Review departmental compliance with regulations.
Support corrective actions for areas of non-compliance.
Provide training to staff on current procedures and guidance material.
Support the development of the Council’s Procurement Training Programme.


	5.2
5.2.1

5.2.2

5.2.3

5.2.4

5.2.5

5.2.6
	Ensure that all procedures and related processes are developed to deliver efficient processes and appropriately documented.

Assist with ongoing review of working practices to ensure that best practice procedures are employed and appropriately documented.
Assist with the development and implementation of internal section procedures.
Assist with the control of technological/systems developments.
Maintain a solid understanding of the service’s systems and the management information they provide.
Research, compile and present relevant responses to internal and external audit requirements.
Develop procedures and guidance material in relation to contract management for Moray Council.



	5.3
5.3.1

5.3.2

5.3.3

5.3.4

5.3.5

5.3.6
	Assist and support the work of the procurement branch and finance service area in the delivery of the Council’s procurement services. This includes liaising with, advising and assisting procurement officers/departmental officers in the delivery of procurement activities, and handling enquiries.

Collaborate with procurement officers, including but not restricted to, the administration of the contract register, data collection and report generation.
Support procurement officers/lead officers in the review and publication of quick quote submissions for straightforward purchases.
Complete contract assessments for frameworks, working with departments and procurement officers to ensure the appropriateness of the framework.

Provide support and advice to the buying team, to facilitate purchasing under established corporate contracts.
Assist with the development, implementation, testing and training of finance systems, that includes working with the procurement officer (systems).
Prepare management information to support procurement activities.


	5.4
5.4.1

5.4.2

5.4.3

5.4.4

5.4.5
	Manage the contract register, conduct research and deliver reports, providing management data information for procurement reporting purposes, strategy, FOIs and other requirements. 

Maintain the contract register, compiling and issuing information to support work across the procurement branch and service area.
Support management in gathering and reviewing savings information for report and strategy purposes.
Liaise with internal and external stakeholders regarding the adoption of corporate contracts.
Create and maintain contract catalogues.
Carry out research and data gathering exercises in relation to Moray Council contracts and for other branch priorities.

	
	

	
	The above is intended to provide a clear but concise statement of the present MAJOR TASKS and ACTIVITIES of the job.  It is not an exhaustive list of all its detailed duties.



THE MORAY COUNCIL

PERSON SPECIFICATION

Post:




Procurement Assistant
Department:



FINANCE 
Date Specification Completed:
February 2025
Note:  Any disabled applicant who meets the essential criteria for the post is guaranteed an interview.

	ATTRIBUTES
	ESSENTIAL
The minimum acceptable levels for safe and effective job performance
	DESIRABLE
The attributes of the ideal
 candidate

	(1) Experience


	Minimum 3 years work experience within a corporate, finance, or business-related service
	Experience of local authority or other public sector finance administration
Project management experience

E-tendering/contract management systems experience

	(2) Education & qualifications*
	Appropriate HND, degree in procurement or supply, or in a relevant-related business discipline 
	CIPS Level 2 or equivalent experience

	(3) Skills/abilities (general)
	Microsoft Office suite 

Research
	Analysing and producing reports
Understanding of procurement controls and systems

	(4) Skills/abilities specific to the post*


	Developing and writing procedures 
	Public sector procurement 
Knowledge of finance systems and the Scottish Governments suite of e-buying tools 

Training delivery experience

	(5) Inter-personal & social skills


	Ability to work as part of a collaborative team 

Excellent inter-personal and communication skills
Analytical and research skills
	

	(6) Working environment & physical demands


	Ability to work under pressure to tight deadlines

Flexibility to meet the needs and demands of the service

Ability to work in different offices dependant on service requirements 
	


*  Candidates will be required to show these documents if invited for interview.

Satisfactory Disclosure Scotland check required?

YES / NO

Satisfactory pre-employment medical screening required?
YES / NO

Assistant Procurement Manager





Finance Manager





Procurement Officers





Procurement Assistant








