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Job Description and Employee Specification 

Contract Support Officer
Chief Executive’s


	Service: 

	Chief Executive’s

	Division:
	Finance & Technology


	Job Title:
	Contract Support Officer


	Responsible to:
	Contracts & Finance Manager


	Grade
	NLC09


	Conditions of Service
	SJC


	Job Evaluation reference

	A9259

	Date of last review:
	July 2024


	Job Outline

The Contract Support Officer reports to the Contracts & Finance Manager and further provides support to the Supplier & Contracts Manager roles in delivering savings and best practice across a range of finance and contract activities. 
The post holder will assist in the development of the Council’s supplier management capability by working closely with clients to ensure a professional procurement and contracts management approach and in the implementation and continual development of e-procurement tools.
Through optimisation of the supplier management process and procurement systems the post holder will develop efficiencies in the provision of services to all stakeholders.


	Main Duties and Responsibilities

Generic Duties:

1. Contribute to the implementation of the Chief Executive’s Office strategic business plans, to ensure the service is delivered effectively and performance optimised. 

2. Comply with legislation and regulations, participate in audit and inspection work, and actively support the development of services to meet future legislative and regulatory requirements and changes. 

3. Comply with the Employees’ Code of Conduct, demonstrating the ethical standards expected of officials in public service and promote a positive and enthusiastic culture based on partnership and team working. 

4. Develop skills and experience by participating in the PRD process and attend training courses as required. 

5. Ensure that information under your control is collated, processed, held, and securely destroyed in accordance with the council’s Data Protection policy and legislative requirements. 

6. Participate in project teams following all relevant project management and risk management processes as required.

7. Ensure effective utilisation of financial resources and budgets under your control ensuring compliance with the council’s Financial Regulations and Contract Standing Orders. 

8. Contribute to and support the work of council committees, sub-committees, partnership groups and working groups, representing the service as required and maintain a good working relationship with councillors, stakeholders, and communities. 

9. Respond to emergency situations within the Chief Executive’s Service where appropriate and assist with other major incidents within the wider council, in conjunction with Emergency Planning. 

10. Actively promote equality and diversity to ensure all employees of the council are treated fairly and services of the council are accessible to all people in North Lanarkshire. 

11. Undertake such duties and responsibilities as may be required in terms of the Health and Safety Acts and related legislation, e.g. Health and Safety at Work Act, 1974. 

12. Undertake such delegated duties as may be required by the Council and the Chief Officer (Finance & Technology).


Specific Tasks:

1. Perform a lead role within several service areas, by taking a proactive approach to service spend and maintaining an overview of procurement and contract management activity within these areas by:
· Providing specialist support throughout the procurement and contract management process, including utilising judgement to identify the need for and scope of professional advice to support all stages.
· Researching and identifying key areas of procurement and contract management, working closely with stakeholders to ensure the achievement of value for money and efficiency gains. Contribute to ensure rigorous reviews of procurement options within a multi-disciplinary team.
· Ensure a clear customer focus properly supported by stakeholder consultation.

2. Lead allocated work streams and deliver savings to Council targets, produce Contract Strategies; analysis of spend and market trends; lead tendering and contracting activity, including administration, evaluation, report writing, supplier negotiation, contract award and Contract Management. 

3. Assist in ensuring that the Council’s procurement and contract management activity is carried out within a performance management framework: 
· Work with service areas to identify key outcomes and establish systems necessary to implement the measurement process.
· Implement continuous monitoring regime with a review/action mechanism to ensure that the service is professionally delivered and to encourage continuous improvement.
· Measure and monitor procurement activity against agreed KPI’s.

4. Work in partnership with colleagues, local authorities, and other public sector organisations:
· Assisting in the delivery of the Council’s Procurement Strategy, Procurement action plan and the Scottish national procurement agenda
· Develop and deploy collaborative procurement activities

5. Contribute to the design, development, and delivery of training for procurement and contract management practices alongside system use.

6. Assist in the development and maintenance of procurement and contract management procedures/guidance manuals/templates.

7. Co-ordination of the introduction, implementation, and continual improvement of e-Procurement activities such as online ordering (PECOS), e-Tendering and other Modernising Government initiatives as appropriate.

8. Ensure the use of eProcurement tools for all major contracts. Lead on the development and utilisation of purchase to pay system interfaces to increase the efficiency of the ordering and payment process.

9. Work with service areas to develop and systematically review processes, to maximise benefits for the service area and the Council.

10. Develop reporting tools and produce management information for service areas, wider Council organisation and external stakeholders.

11. Manage GDPR procedures and monitoring reports.  

12. Actively engage with suppliers and appropriate external bodies to build capacity and enable use of electronic data exchange within the purchase to pay process.

[bookmark: _Int_HKjSmXDH]This job outline is intended to indicate the broad range of responsibilities and requirements of the post. It is neither exhaustive nor exclusive but, while some variation can be expected in particular duties, the outline is considered to provide a reasonable general description of the post.













	SPECIFICATION
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	QUALIFICATIONS/TRAINING
	
	
	

	· SVQ3/HNC or equivalent other relevant qualification
· Professional Membership
	
X
	


X
	Verification/Application Form/Interview

	
	
	
	

	WORK EXPERIENCE
	
	
	

	· Procurement experience gained within a large multifunctional organisation
· Experience in contract and service management
· Experience of managing 3rd parties and representing business needs
· Experience of tendering and contracting activity, including administration, evaluation, supplier negotiations and contract award
· Experienced in the delivery of procurement efficiencies and wider social value
· Experience of the implementation and operation of electronic procurement solutions, e.g. Public Contracts Scotland, eSourcing Scotland and PECOS
· Experience of supervising staff
	
X


X

X
	








X




X


X





X
	Application Form/Interview

	
	
	
	

	KNOWLEDGE/SKILL/ABILITY
	
	
	

	· Knowledge of the delivery of successful collaborative and e-procurement initiatives
· Knowledge of appropriate, legal, and local government regulatory framework for procurement and contract management
· Ability to develop and deliver training for procurement practices and system use 
· Ability to make a considerable contribution to delivering the procurement transformation agenda across the Council
· Good analytical skills
· Good written and verbal communication skills
· Ability to prioritise workload
· Good IT skills
· GDPR Compliance/monitoring
	
X







X


X


X
X

X
X

	



X















X
	Application Form/Interview

	PERSONAL QUALITIES/ATTRIBUTES
	
	
	

	· Flexible and pro-active
· Professional attitude and collaborative approach
	X

X
	
	Interview

	
	
	
	

	OTHER
	
	
	

	· Ability to travel throughout North Lanarkshire area
	
	X
	Interview/Verification of ID
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