[image: L:\Central Support\Logos\~WEALDEN DC.jpg]
ROLE DESCRIPTION

	JOB TITLE
	POST NUMBER

	Procurement Business Partner
	S5004

	DIRECTORATE
	LOCATION

	Governance and Projects
	Hybrid – Hailsham / Bexhill / Hastings / Remote

	GRADE
	OTHER ALLOWANCES

	WDC6
	Essential Car User Allowance

	KEY WORKING RELATIONSHIPS
	INTERNAL/EXTERNAL

	Who will I be working with?

















How will I be interacting with others?

This covers JE Criteria G (Relationships)
	Internal:
Director of Legal and Governance 
Chief Finance Officer
Procurement Services Manager 
Procurement Services Deputy Manager
Senior Procurement Business Partner
Procurement Business Partners
Procurement and Contracting Analysts
Procurement Support Officer
Other employees of the Council 
Council Members
External:
Members of the public
Other Local authorities- particularly Rother, Hastings, Eastbourne, Lewes and East Sussex as members of the East Sussex Procurement Hub (ESPH)
Public service organisations, Government bodies and agencies
Commercial organisations and suppliers
Correspondence, reports and contractual agreements. 
Internal and external meetings. 
Providing information, transparency and contract management advice on procurement exercises to officers including 3TM, SLT and CMT.

	STATUTORY RESPONSIBILITIES/LEVEL OF ACCOUNTABILITY

	What am I accountable for?






















What are the consequences for me or the council?

This covers JE Criteria D (Accountability)
	Leading and managing high value procurement processes, ensuring that tender processes, contract management and transparency reporting is undertaken in a lawful, open and transparent manner.
Successful delivery of outsourced service contracts across the ESPH, including high (unlimited) value and high-profile contracts and those of critical front-line services.
Taking a prominent role in ensuring Council contracts support corporate, social and environmental aims and objectives across the ESPH members.
Working at a CIPS ‘Managerial’ competency standard to develop, improve and fulfil organisational and functional objectives in procurement and supply and delivery best value across all contracts. 
Providing timely, specialist, professional procurement advice to senior managers on the requirements of procurement procedures and all other related legislative requirements including the Public Procurement Directives.
Managing risk across the supply chain by ensuring that contracts with third party suppliers are robust, resilient and future proofed to prevent potential failure in front line or critical services.

The Councils reputation with the supplier market and wider reputation with the public can be significantly damaged by poor procurement practices. Also, the reputation of the ESPH with member authorities.
Contractual, Financial, Political and Reputational risk. The transparency and regard for the democratic process and for staff including budgetary and financial, regulation and legal requirements, negative direct impact on reputation of Council with residents, communities, partners and potential employees.
Should procurement not be conducted in a compliant way it could result in possible fines to the Council, contracts being set aside and damages awarded to suppliers. This can incur significant costs in damages and also re-tendering. Financially the consequences could exceed tens of millions of pounds.
If a procurement is undertaken poorly potential savings may be missed or best value may not be secured.
The Council may also incur significant reputational damage if not complying with regulations or operating in a fair and transparent manner, applying best procurement practice.

	DECISION MAKING AUTHORITY (INDEPENDENCE)

	What actions can I take independently? 
All actions as authorised and defined by the Council, the Chief Executive, Corporate Director, Head of Service or the Council’s Constitution/Governance. 
All actions for the effective delivery of procurement exercises, including those of high profile, high risk, and high (potentially unlimited) value.
The role includes the independent and autonomous management of procurement exercises and may include every step of the procurement cycle. This will include, among other things, developing the most appropriate strategies, routes to market and influencing specifications to ensure best value. There is no financial cap on the value of procurements that may be responsible for. The role carries a significant degree of autonomy. 
The nature of work frequently involves fast-moving projects and the need to respond to urgent deadlines and even emergencies. On occasions, it can be difficult to anticipate and plan for these things in advance, so the post-holder will be expected to adopt a constructive and flexible approach to their duties.
When do I need to involve others? 
While the role includes the management of procurement exercises this will include liaising with clients, suppliers and Legal Services. Others will need to be involved when challenges to the procurement process are received and when seeking authority to award a procurement process.
Any actions outside of the above or where there is uncertainty of how to proceed, and consulting others would be beneficial.

	JOB PURPOSE (COMPLEXITY)

	Why does this job exist?
To play a lead role in providing a professional and high-quality Procurement Function to the member authorities of ESPH. To effectively manage procurement activities, enabling them to plan and implement strategic management of procurement needs and priorities, assisting them to achieve their service and corporate objectives and to provide the highest level of customer service to all stakeholders.
To ensure that the member authorities are meeting their best value requirements, to generate savings for member authorities through procurement. To support and promote member authorities corporate, social, and environmental aspirations through procurement and supply chain management.
To succeed in this role is to foster positive working relationships with all business areas, ensuring advice and support is outcome focussed and risk based not purely about compliance to the process. Essentially, the role is about raising the profile of procurement, and this will be demonstrated by the ability to work with and not against business areas and partners.
How does it contribute to the Council overall?
Effective procurement is a key function to ensure that Council’s third-party supply chain functions in a positive manner, delivering efficiency and effective service delivery to both internal and external customers, including residents. Diligent procurement ensures savings for Councils meaning tight budgets can go further and deliver more services, having a direct impact on residents and communities. This can include supporting local small and medium surprised enterprises and helping the Council contribute to local economies.
Working to the CIPS Global Standards, this ‘Managerial’ role contributes to the following four pillars of procurement excellence. Infrastructure, Process, Performance and People Development.  Providing effective leadership with stakeholders by developing, communicating and promoting the purpose, values and vision of improved procurement and supply chain management across the organisation and with suppliers. That through procurement we can leverage the supply chain to meet Council’s strategic aim with regards to the environment, sustainability, social value, and value for money.
Mitigation of Service Area and Corporate Business continuity risk.
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ROLE RESPONSIBILITIES 

	What are the most important things I will be doing? 
1) To lead the procurement process including the preparation of high value, complex or cross-organisational tenders and contract documentation. To manage the market engagement, sourcing route, documentation, moderation, analysis, and evaluation of submissions against the set criteria. Undertake complex negotiations with suppliers and make recommendations to decision makers with regard to the final award of contract. Where appropriate, act as the intelligent client to ensure specifications are fit for purpose.
2) Manage the sourcing of suppliers for new or re-commissioned services, including, tendering, evaluation and confirming the contract for new services and variations to existing contracts, working to procedures and legislation as appropriate.
3) Ensure that contract activities comply with relevant UK legislation/regulations, Council policies, strategies, and Internal Procurement Procedures. Support the Procurement Services Manager in change initiatives as required by any implementation of future UK legislation / regulations.
4) To provide commercial insight and challenge in supporting the Procurement Services Manager on the development and implementation of the procurement strategy and act as a consultant to colleagues across ESPH.
5) Take a lead role to the Procurement Business Support Officer. Managing work planning processes, learning and development opportunities.
6) To work proactively with Service Heads and Contract Managers to seek alternative methods of delivery and to reduce the cost of services and demonstrate value for money whilst achieving Council priorities.
7) To provide professional and technical advice, guidance and support to client managers and key stakeholders (including operational staff and service users) on procurement and contractual matters, ensuring procurement related activity is managed in a legal, ethical and accountable manner in accordance with regulatory requirements of each individual member authority.
8) Use and encourage innovative procurement methods to obtain better value and drive down costs or achieve cost avoidance.
9) Developing strong peer relationships which encourage Procurement’s early involvement in service improvement projects.
10) To contribute to the delivery of corporate initiatives including social value, climate change agenda and a range of approaches to support the local economy and the voluntary and third sectors.
11) To drive procurement activity and deliver compliant high value and/or of strategic importance projects with significant stakeholder management. Managing the tender process to agreed timescales; including the preparation of tender and contract documentation; to assist in the analysis and evaluation submissions against the set criteria, undertake negotiations with suppliers and make recommendations to decision makers with regard to the final award of contract. Where appropriate, act as the intelligent client. 
12) Manage complex negotiations and make recommendations for contractual arrangements. Supporting contract management of high value and/or complex contracts.
13) To actively involve end users including service users in procurement and contract management. Develop, manage and undertake contract monitoring activities and validate performance and quality information.  
14) To lead, develop, deliver and participate in training and briefing events for Service Heads and Contract Managers across ESPH to help build commercial best practice and organisational learning.


	What other activities will I be responsible for?
15) To support the Procurement Services Manager in the development of an annual procurement programme for ESPH, liaising with each member authority to identify areas of significant common expenditure that can be consolidated into both individual and joint common procurement arrangements. 
16) Take a leading role in the Procurement and Contracting Analysts development and keeping up to date the content of the Council’s internet and social media communications.
17) Attend meetings on behalf of each ESPH Council and with ESFOA, producing written reports when requested.
18) Travel to partner sites to ensure that you maintain excellent working relationships across all Councils.
19) To undertake such other duties as the PBPM may require appropriate to the grade.
20) To abide by the Council’s Equal Opportunity policy Statement which makes a commitment to promote equal opportunities and race equality in Wealden.
21) Ensuring that procurement undertaken is carried out in an ethical and sustainable manner in line with procurement policy and best procurement practice.
22) To act in accordance with the Council’s health and safety policy to take reasonable care for your own health and safety and that of others who may be affected by your work activity.


	Will I be managing others? 
No



	Who do I report into? 
Procurement Services Deputy Manager




	PROGRESSION & DEVELOPMENT 

	What are the development opportunities for me?
•	MCIPS  qualifications or working towards level 6.   
•	Support for working on CPD to maintain professional accreditations.

	How will I know I am being successful in this role?
•	Successful delivery of procurement exercises and tenders.
•	Development of effective corporate relationships across the ESPH partners.
•	Achieving savings.

	What is the required learning for me in this role?
•	Annual GDPR and Data Protection training, Counter Terrorism.




This is an outline job description designed to summarise the key responsibilities of the role and is not intended to cover every task that may be required.  It may be subject to change to meet the evolving needs of the organisation. 

	
Additional Role Requirements

	Standards of  Conduct
	You will be required to comply with the Council’s Standing Orders and Standing Financial Instructions, and at all times deal honestly with the Council, Members, Colleagues and all those who have dealings with the Council, including customers and suppliers.
You must behave with integrity, act lawfully and demonstrate a strong commitment to ethical values. 

To positively demonstrate the Wealden values yourself and to continue to build the culture of the Wealden values through the appointment, management, appraisal and development of staff (as well as third party providers).

	Health & Safety/Risk Management
	Wealden District Council’s Health & Safety Policy and other safety procedures and guidelines are deemed part of this job description.  Employees must look after their own health, safety and welfare and be mindful of other persons who may be affected by their acts. Employees must co‑operate and comply with management instructions regarding H&S issues and report all accidents, incidents and problems to their supervisor, manager or other senior members of staff, in line with the H&S policies.

You will need to be compliant with the Council’s risk management policies and procedures. These describe the Council’s commitment to risk management, the recognition that our aim is to protect colleagues and visitors from harm, and stress that all colleagues have a responsibility to minimise risk. 

	Governance Standards
	Comply with the relevant governance standards applicable to the Council as communicated to the post-holder from time to time. 

	Data Protection
	To comply with Council Policies and the Data Protection Act in all respects, with particular relevance to the protection and use of staff and customer information. 

	Confidentiality
	Council colleagues are required to ensure that information about customers and staff is safeguarded to maintain confidentiality and is kept securely in accordance with General Data Protection Regulations (GDPR), Data Protection Act 2018 (DPA18). The Council’s Data Security and Protection policy ICT policies provide guidance on how this can be achieved. 

	Communication
	To encourage innovation and positive challenge through effective involvement, motivation and communication with Officers, Members, Partners and other Stakeholders, actively promoting the Council’s reputation and image as an employer of choice.


	Digital/
Records Management



	To direct the identification, development and implementation of digital and other systems and procedures which are aligned to the Council’s Drive to Digital Strategy and are shaped to reflect our customers’ and stakeholders’ needs.

To maintain Council customer and staff records (both paper and electronic) in accordance with Council policies. 

	Freedom of
Information
	To provide advice and assistance to all persons who propose to make, or have made requests for information, and to ensure all requests for information are managed appropriately in accordance with Council Freedom of Information procedures. 

	Security
	To comply with Council policies to ensure there is a safe and secure environment that protects Members, staff and visitors and their property, and the physical assets and the information of the organisation. 

	Other duties
	Participate in such non-routine duties as elections and Emergency Planning as directed by the Chief Executive to include, where appropriate, the setup of a Rest Centre.

	Freedom to Speak Up
(Whistleblowing)
	You have responsibility for customer and staff welfare and should raise any concerns relating to a breach of Council policies and procedures with your manager or refer to HR for alternative options. 

	Environmental Impact
	You will ensure compliance with the Council’s environmental management policies and procedures. These describe the Council’s commitment to climate change and carbon management, the recognition that our aim is to protect the environment and the use of natural resources that all staff have a responsibility towards. 

	Performance review
	This Job Description will be used as a basis for individual performance review between you and your line manager. 
The Job Description covers only the key result areas and, as such, does not intend to provide a comprehensive list of objectives. Specific objectives will be reviewed each April and may develop to meet the changing needs of the service. You will need to take due account, in the way they achieve the key result areas, of Council policies and procedures. 

	Equality and Diversity
	To take responsibility and comply with the Council’s Equal Opportunities policy (which makes a commitment to promote equal opportunities and  equality of all protected characteristics in Wealden), Officers’ Code of Conduct, Data Protection and other relevant policies, procedures and legislation, to ensure these are embedded and applied throughout the service in both service provision and employment issues.




POST NO: 

	PERSON SPECIFICATION


	CRITERIA
	ATTRIBUTES
	ESSENTIAL 
	DESIRABLE
	ASSESSED BY
Application Form / Interview / Practical Assessment

	Knowledge & Experience
	Must be able to demonstrate at considerable work experience delivering a range of procurement projects simultaneously and to deadlines. 
	X
	
	Application Form / Interview

	
	Experience of supply chain management and demonstrating cashable savings through procurement.
	X
	
	Application Form / Interview

	
	Experience of preparing detailed contract documents for tendering and experience of monitoring performance and challenging poor or non-compliant performance.
	X
	
	Application Form / Interview

	
	Proven track record of achieving savings and service improvements through procurement strategies
	X
	
	Application Form / Interview

	
	An understanding of how to develop effective tender documentation and evaluation criteria
	X
	
	Application Form / Interview

	
	Experience of using e-procurement and e-tendering systems
	X
	
	Application Form

	
	Excellent IT skills including using the full Microsoft Office suite of applications
	X
	
	Application Form

	
	Experience of partnership or collaborative working in the public sector
	
	X
	Application Form / Interview

	
	Knowledge of the current Public Contract Regulations 2015 for the public services and the current local government procurement agenda.
	X
	
	Application Form / Interview

	
	Knowledge of the Procurement Act 2023 and the incoming changes to public sector procurement.
	X
	
	Application Form / Interview

	
	Knowledge and understanding of procurement in a public service setting (preferably local government)
	X
	
	Application Form / Interview

	
	Experience of using procurement to achieve “social value” i.e. to encourage economic regeneration, local employment, and skills development and environmental improvements.
	
	X
	Application Form / Interview

	Skills
	Able to demonstrate commercial skills including influencing, negotiation, risk management, obtaining value for money and liaising with a range of stakeholders to facilitate joint decision making and building productive relationships between ESPH member authorities.
	X
	
	Application Form / Interview

	
	Innovative thinker with the ability to analyse and challenge existing practices and propose alternative courses of action
	
	X
	Application Form / Interview

	
	Excellent interpersonal and communication skills, both written and verbal, including financial or purchasing related letters.
	X
	
	Application Form / Interview

	
	Able to write complex issues in a clear, concise, logical and well structured way in plain English and experience of presenting information to a diverse audience.
	
	X
	Application Form

	
	Occupational Requirement to have a command of spoken English sufficient for effective performance.  Applies to public facing roles where regular face-to-face or telephone contact is intrinsic to the role.
	X
	
	Application Form / Interview

	
	Proven ability to plan and prioritise own work with attention to detail
	X
	
	Application Form / Interview

	
	Ability to demonstrate self-motivation and have a flexible approach to work
	X
	
	Application Form / Interview

	
	Ability to demonstrate self-motivation and work as part of a team working towards common objectives with a flexible and willing approach to meet challenging demands.
	X
	
	Application Form / Interview

	Qualifications/
Education

	Educated to A level standard or demonstrable experience in Business or Procurement
	X
	
	Application Form

	
	MCIPS  qualified or working towards level 6.   
	X
	
	Application Form

	
	Current full driving licence
	X
	
	Application Form
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OUR VALUES
WORK We work together:

One organisation One district

TOGETHER One team One five-star customer service

We show empathy:
Connection Consultation
Understanding Listening

We are ambitious:
Purposeful Resourceful
Enterprising Innovative

7" (K) AmBimious

We show leadership:
Accountability Embracing change
Flexibility Leading by example

We deliver:
Planning Meeting deadlines
Communication Achievement
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