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Role Profile


	Role Details


	Job Title
	Senior Procurement Specialist 

	Service
	Corporate Procurement

	Directorate
	Legal & Regulatory
	Reporting to
	Corporate Procurement Team Leader

	Grade & Salary Range
	Grade 9 (Indicative) 

	Hours
	Core 35 Hours per week
(please refer to context section)


	Location
	Southbank Marina, Kirkintilloch 


Role Purpose
· Reporting to the Procurement Team Leader, lead the Council’s Procurement Workstreams in the effective and efficient development and provision of the Council’s procurement service, including specialist advice, Contract and Supplier Management, leading tendering and contracting activities, ensuring compliance with National requirements, best practice & best value, through the development and implementation of a Corporate Procurement Strategy, Procurement Governance and Project plans that cover all aspects of council procurement activity;
· Responsible for providing advisory services on complex Procurement matters in accordance with legislative Procurement requirements;
· Support the Council’s Procurement function in providing excellent customer service, linking with external suppliers and statutory partners; 
· Continually improve service delivery and the performance of the Procurement Team, through effective deployment of Procurement Strategy, procedures, training, resources, control and planning systems;
· Support Procurement’s role as a partner for internal services understanding service and stakeholder objectives to anticipate and identify opportunities to add value in the achievement of Council goals and objectives;
· Support Procurement model form requirements to deliver across capital projects, and to assist with standard form contracts across other work areas 
· Work in partnership with and act as key interface for the Leadership Teams on Technical Procurement matters, ensuring regular flow and reporting of key information;
· Lead and support Procurement best practice, quality assurance, performance targets and culture so as to influence commissioning processes and the entire supply chain to improve outcomes and achieve benefits;
· Influence the delivery of customer goals by working with Project Stakeholders, identifying and coordinating Procurement Governance to improve knowledge and accountability for Procurement processes through coaching and training relevant personnel;
· As Senior Procurement Specialist, support the effective leadership of the Procurement team, by creating a performance-driven culture of team work and flexibility, contributing to the overall success of the Council;
· Deputise for the Procurement Team Leader in accordance with protocols and contribute to a culture of operational practice and transferable skills set across the Procurement Teams as required.

Role Accountabilities & Key Activities
Procurement Strategy
· Support the development and implementation of the longer-term Corporate Procurement Strategy, supported by interim Procurement Improvement Plans; 
· Work with key stakeholders to establish strong business focussed working relationships that ensure Procurement’s role in the full sourcing lifecycle is established, developed and extended, ensuring a consistent focus on the optimum balance between financial advantage, corporate social responsibility, sustainability, local economic benefits and community benefits to deliver key Council objectives.
Contracts

· Research and provide advice to Council departments in relation to relevant local government legislation for public procurement regulations governing tendering and contractual arrangements with external parties to ensure Council compliance
· Advice and support on the preparation and interpretation of contract and service level agreements across the range of council functions to support council activity

· Advice and support in relation to contract management activities to ensure the best outcome for the council

· Appropriate advice and support in relation to procurement processes to ensure compliance with public procurement legislation including the regular review of the Council’s Contract Standing Orders

Efficiency

· Identify opportunities for improved procurement outcomes, financial benefits and efficiencies through a challenging approach to the procurement process;
· Identification of process efficiency including e-commerce and collaborative opportunities, with appropriate and proportionate Risk Management and governance considerations; 
· Responsibility for ongoing monitoring and facilitation of contract management in partnership with Legal Services and other services integral to ensuring compliance with all aspects of Procurement. 
Creativity
· Work collaboratively and engage with Services to embed best practice and maximise new opportunities that maximise business requirements.

· Consider opportunities for creativity and innovation in service provision and contract delivery, taking a commercial approach to future opportunities.
Governance & Control 
· Assist the Procurement team Leader to ensure compliance with the Council’s governance arrangements, including contract standing orders and the scheme of delegation for various decision-making bodies
· Through the Procurement Team Leader, responsible for support for contract management arrangements across the council and best practice compliance arrangements.

· Ensure the delivery of a proactive Procurement service in the delivery of advice, guidance, progress updates, and timescales to ensure excellent customer services at all times;
· Support the development of a robust Procurement Governance approach, including ongoing review of Annual Strategy, Annual reporting, and legislative procedure;

· Support Auditable process reviews, and align across all working relationships;

· Through the Procurement Team Leader, maintain the contract register for all Council contracts and secure best practice compliance arrangements;
· Maintain an ongoing awareness of Procurement practice, monitoring compliance and addressing any shortfalls by offering support to those technical experts involved in commissioning services;
· Provide support to ensure that there is an effective Business Continuity plan to mitigate systems failure and support business recovery.
Compliance

· Provide support for promoting and rolling-out all aspects of corporate activity in specifications, tendering and contract letting processes, including user training, communications and any related follow-up negotiations; 

· Provide support for the delivery of Procurement, ensuring compliance with appropriate legislation, regulations, policy & procedures; 

· Provide support for the administration of proper financial monitoring and control in respect of any delegated Capital or Revenue budgets;
· Provide support to develop and promote quality and equality in terms of service delivery, access and employment in all aspects of the Council’s activities;
· Provide support for the development and maintenance of a healthy and safe environment for employees and service users, including the development of Health and Safety policies and practices.

Customer Service Delivery

· Ensure a continuous improvement culture that will look to understand weaknesses in current service offering and identify opportunities for improvement;
· Ensure a customer centred, responsive and solutions focussed transactional Procurement service, ensuring right first-time principles are supported, performance outcomes are measured and systems maximised;

· Ensure meaningful local performance standards are in place and monitored on an ongoing basis to identify effective improvements that focus on maximising customer satisfaction and benefit internal ways of working.
Relationship Management & Partnership Working 
· Establish and maintain excellent working relationships with all stakeholders by developing a mutual understanding of needs whilst ensuring performance against agreed standards;
· Provide support to develop and foster excellent working relationships and communication methods with all key stakeholders including employees and external partners (suppliers, tenderers, Procurement Scotland, Scotland Excel etc) to understand their needs and ensure the effective and efficient implementation of Council policies and programmes;
· Provide support to develop mutual understanding of needs whilst ensuring performance against agreed standards;
· Provide support to develop excellent relationships with all Leadership Teams to enable Corporate working, ensuring a partnership approach is applied to assist in the achievement of Corporate goals;
· Provide support to develop relationships with external partners to establish opportunities for shared services and collaboration over contracts, tenders and procurement options.

· Support and deliver training to fellow team members, council service teams, senior management and third-party organisations
Team Leadership & Development
· Support the Procurement Team Leader to deliver the very best level of performance from the Procurement team through the procurement lifecycle.
· Support the Procurement Team Leader in the allocation of workstreams to ensure maximum flexibility and productivity through the use of planning tools, walking the job, identification and rectification of productivity issues and other problem areas across the team.
· Support the Procurement team Leader in service planning and continuous improvement aligning with the wider Legal and Regulatory Service
· Support a learning culture within the team, encouraging interdependent learning and feedback;
· Ensure a consistent and progressive approach towards performance management is in place.
Best Value 
· Support the Procurement Team Leader review the performance of the team through effective monitoring systems and Service Level Agreements ensuring that maximum benefit is derived from the service provided. Ensure that a commercially focused approach is adopted in advising the business on corporate interventions and a continuous improvement plan is in place and deliverable;
· Monitor performance and effectiveness of service provision through key metrics including Procurement Capability Assessment ratings; other procurement-specific BPI standards; and KPI’s;
· Provide Management Information on performance to inform the Leadership Team’s decision-making process. 

Best Practice
· Foster an environment in which the energy and enthusiasm of staff is harnessed and the generation of ideas for improving Procurement working practices becomes an accepted responsibility at all levels;
· Adopt a proactive role in sharing best practice between and across the Legal & Regulatory teams to ensure that customers benefit from uniform, streamlined processes;
· Ensure compliance with all aspects of best practice in Corporate Governance and compliance with legislation, regulations and internal standing orders;
· Ensure HR & Corporate policies and procedures where appropriate to ensure compliance, fairness and consistency to all employees.
Context 
	Location:


	In line with the contractual terms for East Dunbartonshire Council employees: 

· Normal work base will be Southbank Marina

	Mobility:

· This section is determined corporately and should not be altered 
	As per the contractual terms: 
You may however be required to work in other locations within the Council, either on a temporary or permanent basis, where the Council has a requirement for your service.

	Terms & Conditions Applicable to the Role:


	LGE 
	(

	
	Craft 
	

	
	LNCT (McCrone)
	

	Role Status:


	Permanent 
	(

	
	Temporary
	

	
	Casual 
	

	
	Sessional 
	

	Working Hours:

(per week)
	35 hours
	(

	
	37 hours 
	

	
	Other  (please specify)
	

	Work Pattern:
	
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun

	
	Start Time
	9:00
	9:00
	9:00
	9:00
	9:00
	N/A
	N/A

	
	Finish Time
	5:00
	5:00
	5:00
	5:00
	5:00
	N/A
	N/A

	
	Unpaid Break 
	1:00
	1:00
	1:00
	1:00
	1:00
	N/A
	N/A

	
	Total Daily Hours 
	7:00
	7:00
	7:00
	7:00
	7:00
	N/A
	N/A

	
	Non-fixed work pattern (e.g. annualised hours)

(please describe)
	SMART working principles apply

	Shift Pattern:


	
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun

	
	Days to be worked
	
	
	
	
	
	
	

	
	No of hours to be worked per day
	
	
	
	
	
	
	

	
	Over how many weeks 
	

	
	Other relevant information:
	

	52 Weeks/Term-Time


	52 Weeks 
	(

	
	Term time 39 Weeks 
	

	
	Term time 41.8 Weeks
	

	
	Term time (other) 

(please specify number of weeks)

	

	Requirement to work out with normal work/shift pattern:
	Yes/No 
	Yes

	
	If ‘yes’ please give details 
	Requirement to attend meetings out with (including Council and Committee meetings) normal work pattern as well as outwith the authority

	
	No
	

	Is this role suitable for Job Share:
	Yes 
	

	
	No
	

	
	If ‘no’ please give details
	

	Contractual Overtime Requirements: 


	Not Applicable 
	(

	
	Yes

Please Specify no of Hours (per week)
	

	Stand-By Rota:


	Yes 
	

	
	If Yes, describe frequency
	

	
	No        
	(

	Externally Funded:


	Yes    
	

	
	If Yes, specify the funding stream
	

	
	If Yes, specify length of funding 
	

	
	No 
	(

	Disclosure:


	Not Applicable 
	

	
	Level 2
	(

	
	Level 2 with barred list check
	

	
	Other (please specify)
	

	Criminal Convictions:


	Given the commercial sensitivities of the post any criminal convictions for dishonesty or fraud would debar the applicant

	Proper Officer:


	N/A

	Politically Restricted:


	N/A


Key Relationships
· Role performs as a member of the Legal & Regulatory Team;
· The role has direct line leadership accountability to suit exigencies of the Procurement team.  The role will work flexibly with other Procurement Team roles to share best practice and where appropriate, share resources to achieve service level priorities;
· The role is required to effectively manage demand and balance short-term priorities within planned activities and delivery commitments.  On a day-to-day basis, the job holder will be required to use initiative to progress day-to-day activities. More complex issues will be referred to the Procurement Team Leader for resolution;
· The role interacts with all EDC Staff members, Scottish Procurement; Scotland Excel; other Local Authorities; City Deal Partners; external suppliers & partners and stakeholders; Internal and External Audit;
· The hours of work will be those required to fulfil the duties and responsibilities attached to the position.
Personal Specification – Team Leader -Technical Procurement Team
	Personal Specification
	Essential
	Desirable



	KNOWLEDGE


	· Strong knowledge & understanding of model form contracts

· Demonstrable experience of managing multiple contract requirements within a multi Project environment

· Knowledge of best value and relevant procurement legislation

· Sound understanding of Corporate approaches to performance management and reporting and improvement planning

· Demonstrates a strong business acumen and commercial awareness with sound knowledge of business drivers and the external environment

· Assessing business needs from multiple sources, producing high level summaries and recommend appropriate interventions.
· Demonstrates a strong understanding of performance measurement, information management and reporting requirements.

· Demonstrates sound understanding of delivering continuous improvements within organisational strategies, policies, and plans
· Demonstrates a strong business acumen and commercial awareness with sound knowledge of business drivers and the external environment

· Assessing business needs from multiple sources, producing high level summaries and recommend appropriate interventions.
	

	SKILLS
	· Demonstrable leadership & management skills
· High degree of numeracy, diagnostic and analytical skills
· Strong written and verbal communication skills and ability to tailor communication depending on audience 

· Strong inter-personal skills and capacity for networking

· Demonstrate relationship, Influencing & Negotiation skills

· Team working & team building skills
· IT literate

· Task focus & ability to meet tight, conflicting deadlines
	

	EXPERIENCE

(Occupational – Minimum Experience)


	· Demonstrable experience of operating at lead level within a Procurement role.
· Record of delivery Projects of high quality working within defined time schedules
· Proven track record of understanding key drivers in business area and working in partnership with Managers to measurably improve procurement practices

· Strong customer focus skills and the proven ability to continually anticipate and exceed customer expectations
· Experience in working with Elected Members and senior managers in Councils and partner organisations

· Broad generalist knowledge across all disciplines gained through experience
	

	EDUCATION/

TRAINING

(Education – Minimum Qualifications)
	· Full Member of the Chartered Institute of Purchasing & Supply (MCIPS), or Equivalent degree or related work experience
	

	PERSONAL QUALITIES
	· Direct people management-experience in coaching, developing or leading a small Team

· Must have a high level of credibility in order to influence and effectively manage business relationships

· Capacity for working across a range of strategic issues

· Pragmatism, can-do attitude and achievement drive 
· Strong customer, client and service delivery orientation

· Ability to work on own initiative whilst balancing team, service and corporate responsibilities

· Self-motivated, Flexible & Adaptable
· Capability to deliver through other people & continually push boundaries of service & effective ways of working  

· Approachable - Customer focused

· Team player 

· Ability to work under pressure to deliver positive result
	

	DRIVING LICENCE 
	
	Full Driving License
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