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Job Description and Person Specification
Job details
Job title: IT Contracts and Procurement Officer
Grade: 
Reports to: IT Contracts and Procurement Manager	
Responsible for: 
Directorate and Service area: Chief Executive Office, IT/TDD, Service Delivery

Purpose of the job 
To provide support and advice for our IT procurement, contract management, and supplier management function, and work closely with Business Administration team to ensure efficient and effective ordering and invoicing.

(Please make these concise and ideally no more than 8)

1. Procurement Management: Provide professional procurement advice, guidance and expertise to IT in relation to procurement activities, as well as managing the operational delivery of low value (under £100K) tenders and ensure compliance with procurement policies, procedures and governance. Collaborate with other departments such as Finance, Procurement and Legal to ensure procurement activities are aligned. Assist the Procurement Team and Project teams for tenders over £100K with procurement related tasks, compliance and governance.
2. Supplier Relationship Management: Support the relationships with key IT suppliers to ensure high quality service delivery, monitor supplier performance and raise any issues with management to ensure continuous improvements.
3. Budget Management: Provide support to the IT Management Team relating to the management of the IT budget, work closely with the IT Contracts and Procurement Manager, Finance Business Partner and Management to identify budget pressures and savings, support the management and administration of the day-to-day budgets across Revenue and Capital including budget approvals within threshold on ERP
4. Contract Management: provide support with the administration of the IT Contracts register and processes, update and maintain contract and procurement roadmap/timeline. Assist and support in meetings to ensure effective and proactive contract management with IT Managers and suppliers. Build and maintain relations with internal contract stakeholders. 
5. Administration Management: Support the IT Contracts and Procurement Manager and the Business Administration team to utilise efficient and effective process and procedures to support invoicing and variable spend of our contracts.

General responsibilities applicable to all jobs
1. Demonstrate awareness/understanding of equal opportunities and other people’s behavioural, physical, social and welfare needs.
2. Comply with the Council’s policies and procedures including (but not limited to) safeguarding, financial regulations, promotion of equalities, customer care, agreed audit actions and health and safety (ensuring that reasonable care is taken at all times for the health, safety and welfare of yourself and other persons).
3. Understand the councils committment to Corporate Parenting and take responsibility  to support this commitment. Enable the council to be the best corporate parents possible to children and young people in our current and previous care. 
4. Carry out any other duties which fall within the broad spirit, scope and purpose of this job description and which are commensurate with the grade of the post.
This job description reflects the major tasks to be carried out by the post holder and identifies a level of responsibility at which they will be required to work.  In the interests of effective working, the major tasks may be reviewed from time to time to reflect changing needs and circumstances. Such reviews and any consequential changes will be carried out in consultation with the post holder.
Special features of the post


Person Specification

	Attributes
	Essential criteria
	Desirable criteria

	Education, Qualifications and Training
	Minimum of 5 GCSE Grades (or equivalent), including English and Mathematics 



	ITIL Foundation

Contract Management 

	Experience and Knowledge
	Experience in administrative roles 

Experience in customer service

Experience in procurement 

Knowledge of Microsoft Office products specifically Outlook, Word and Excel


	Experience of financial management systems

Experience of working in a local authority environment




	Ability and Skills
	High level of numeracy and literacy. 

Excellent organisational skills, with a systematic and methodical approach to work. 

Strong communication skills to effectively interact with supplier, internal stakeholders and staff.
Self-motivated and organised and able to work in a pressurised environment, as part of a team and on your own, managing competing priorities.


	

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

	Additional Factors
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