THE MORAY COUNCIL

JOB DESCRIPTION

	(1)
JOB IDENTITY



	
	
	
	

	POST TITLE:
	Procurement Administrator 
	DEPARTMENT:
	Finance, Strategy & Transformation

	
	
	
	

	SECTION:
	Strategic Finance
	LOCATION:
	Elgin HQ

	
	
	
	

	REPORT TO:
	Assistant Manager - Procurement
	
	

	
	
	
	

	GRADE:
	5
	POST NO:
	A14

	
	
	
	

	
	
	
	


	(2)
JOB PURPOSE AND WAY OF WORKING



	The Procurement Administrator will provide systems and administration support to the procurement group.




	(3)
MAJOR TASKS



	3.1
	Collate, update and assist with the development of council procurement policies, procedures and guidance documents

	3.2
	Design and maintain the intranet and internet procurement pages

	3.3
	Co-ordinate and assist with the delivery of Procurement training courses/workshops and material

	3.4
	Assist the procurement group with general administrative tasks, conduct research, gather and monitor data, assisting with the analysis of procurement information

	3.5
	Establish and maintain general administration support procedures for the procurement group

	3.6
	Provide general administration support to the procurement group, including administration of the contract register, SharePoint files, and the procurement and other mailboxes as instructed

	
	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
	Collate, update and assist with the development of Corporate

Procurement reports, strategy, policies, procedures and guidance
Maintain sound knowledge of the Council’s procurement framework and document library
Ensure that procurement documents are maintained and circulated as instructed
Administer the guidance material used and sourced by Council staff and the procurement group


	5.2
	Design and maintain the intranet and internet procurement pages

Design the layout and content of the intranet site for internal use

Design the layout and content of the internet site for external use
Draft and edit documentation on the relevant websites and linked therein

Collate and coordinate technical information from senior staff for publication 
Publish information and keep updated on the relevant sites, ensuring that all material is current and user friendly


	5.3
	Co-ordinate and assist with the delivery of Procurement training courses/workshops and material

Assist with the production of training course material

Co-ordinate training courses - location, delegates, etc

Maintain a record of training provided

Assist with the delivery of training courses



	5.4
	Conduct research, gather, monitor and maintain data, assisting with the analysis of procurement information

Assist with the research undertaken by the procurement team internally and externally from various national procurement bodies

Analyse and circulate information 

Assist with the production of any legislative return information



	5.5
	Provide general administration support and maintain procedures for the Procurement Service
Provide confidential secretarial support for the procurement team and procurement group managers
Maintain a master library of procurement group documents and procedures 

Attend team meetings, taking minutes and circulating meeting minutes, identifying any action arising and following up with the relevant staff to ensure completion


	5.6
	Provide general administration support to the procurement group, including administration of the contract register and relevant group mailboxes
Administer the contract register and procurement filing systems, including data processing, data entry and file management
Maintain database information

Provide administration support for ad-hoc projects 

Administer the shared corporate mailboxes, ensuring that appropriate and accurate information, documents and advice is made available to relevant internal and external customers, collaborating with the wider procurement team, as required

Complete enquiry forms for relevant agencies within an agreed timescale



	
	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 Administrator

Department:



Finance, Strategy & Transformation


Date Specification Completed:
November 2026
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

	Experience


	Significant experience in finance/procurement administration or similar corporate operation
	Previous experience of local government or procurement organisation

	Education & qualifications*
	HNC/HND in a relevant area or equivalent experience

	HNC in business studies



	Skills/abilities (general)
	Knowledge of financial processes
Knowledge of database, word-processing and spreadsheet applications, preferably Microsoft Word and Excel.

Ability to organise workloads for yourself and others
	Previous training or experience in finance or procurement would be an advantage



	Skills/abilities specific to post
	A flexible approach to new working practises and technology


	

	Inter-personal & social skills


	Able to maintain confidentiality.

Able to maintain accuracy when working to tight deadlines.

Able to work as part of a team and using own initiative.
	

	Working environment & physical demands


	Work under pressure to tight deadlines
	


*  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

Service Manager – Strategic Finance





Assistant Manager - Procurement





*Procurement Administrator 








