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Job Description and Person Specification

Job details
Job title: Procurement Officer (PLACE)
Grade: NNC Band 06
Reports to: Procurement Manager
Directorate and Service area: Finance; Procurement, North Northamptonshire

Purpose of the job

The Procurement Team is responsible for developing and implementing the Council’s procurement policy and strategy, providing professional expertise and support to ensure the efficient, effective and compliant procurement of goods, works and services across North Northamptonshire.

The Team delivers expert advice and support to all service areas and is responsible for the procurement, management and oversight of a range of corporate contracts on behalf of the Council. In addition, the Team provides procurement support and manages procurement activity on behalf of Northamptonshire Children’s Trust (NCT) and East Cambridgeshire District Council (ECDC).

The Procurement Team aims to transform the way the Council procures goods, works and services by developing innovative procurement strategies, commercial approaches and e-procurement solutions that drive efficiencies, improve outcomes and support the delivery of high-quality contracts. This includes the development and management of both service-specific contracts and corporate arrangements that can be used across the organisation.

Under the direction of the Procurement Manager, the Procurement Officer will support a broad range of procurement activities, including leading procurement projects, providing practical and compliant procurement advice, and contributing to the review and continuous improvement of procurement documentation, procedures and processes.

The role will also support the delivery of procurement and procurement training to stakeholders across the organisation and may include presenting at supplier and provider engagement events to promote best practice and market engagement.

In addition, the Procurement Officer will be responsible for accurately recording procurement data and outcomes to support performance monitoring, management reporting and compliance requirements, ensuring that procurement activity is evidenced and reported effectively.

Principal responsibilities

1. Provide professional procurement advice, guidance and support across a range of category areas, including Social Care, Public Health, Children's Services, Facilities Management, Property, Estates, Highways, Transport and Waste. Support the development and delivery of procurement strategies, contracts and initiatives that promote innovation, compliance, value for money and continuous improvement.

2. Lead procurement projects and procurement exercises from inception to contract award. This includes identifying suitable procurement routes, preparing procurement and tender documentation, managing tender processes, facilitating evaluations and moderation, issuing contract awards and providing feedback to suppliers.


3. Support the delivery of strategic and complex procurement projects by assisting with procurement planning, preparing tender documentation, managing bidder clarification processes and supporting evaluation and award activities.

4. Prepare reports, briefings and recommendations for officers, managers, steering groups and other governance bodies as required. Monitor project delivery and procurement activity to ensure agreed timescales, budgets and quality standards are achieved.


5. Provide specialist procurement advice and guidance to Council services, partner organisations, service providers and stakeholders throughout the procurement and contract lifecycle, promoting best practice, performance management, value for money and continuous improvement.

6. Utilise market intelligence, category knowledge, spend analysis and management information to inform recommendations, identify opportunities for improvement and support the development of future procurement strategies and commercial approaches.


7. Support Procurement Managers and the wider Procurement Team in delivering procurement objectives and corporate priorities across North Northamptonshire Council, Northamptonshire Children's Trust (NCT) and East Cambridgeshire District Council (ECDC).
8. Develop and maintain effective working relationships with internal and external stakeholders, supporting collaboration, supplier engagement and the achievement of positive commercial outcomes.

9. Deliver procurement and tendering advice, guidance and training to stakeholders, and support supplier and provider engagement events where required.

10	Maintain accurate procurement records, contract information and performance data to support reporting, audit requirements, transparency obligations and performance monitoring.

11.	Fully utilise and support the effective operation of the Council's e-procurement systems and tools, ensuring procurement activity is managed and recorded in accordance with agreed processes and reporting requirements.

12. Demonstrate a commitment to equality, diversity and inclusion, recognising and responding appropriately to the differing needs of colleagues, service users, suppliers and stakeholders.

13. Take reasonable care for the health, safety and welfare of yourself and others and ensure compliance with all relevant Council policies, procedures and statutory requirements.


14. Undertake any other duties commensurate with the grade of the post and consistent with the broad purpose and objectives of the role.

General Responsibilities Applicable to All Employees

1. Comply with all Council policies, procedures and statutory requirements, including those relating to safeguarding, financial regulations, equality and diversity, customer service, information governance, audit actions, procurement governance and health and safety.

2. Promote and uphold the Council's values, behaviours and standards in all interactions with colleagues, service users, suppliers, partners and stakeholders.


3. Carry out any additional duties that are reasonable, commensurate with the grade of the post and consistent with the needs of the service.


[image: ]
Person Specification

	Attributes
	Essential criteria
	Desirable criteria

	Education, Qualifications and Training
	GCSE – English and Maths grade C or above
	Studying for or commitment to study for at least Associate level membership of the Chartered Institute of Purchasing and Supply

	Experience and Knowledge
	Procurement or commissioning experience 

Good understanding of Public Contract Regulations and UK Procurement Legislation.
Good understanding of Contract Law.
Able to communicate at all levels both orally and written.
Influencing skills

Experience of using Intend E-Procurement software or equivalent
	Experience in quotations/tenders from start to finish and call-offs from frameworks 


	Ability and Skills
	Computer literate to intermediate level in Word, Excel, MS Project (planner) and Power Point with knowledge of procurement electronic systems such as ERP (Enterprise Resource Planning).
	




	Attributes
	Essential criteria
	Desirable criteria

	
	Ability to liaise with stakeholders both internal and external, Procurement clients, customers and 3rd parties.
	

	Equal Opportunities
	Ability to demonstrate awareness/understanding of equal opportunities and other people’s behaviour, physical, social and welfare needs.
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