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ROLE DESCRIPTION

	JOB TITLE
	POST NUMBER

	Procurement Business Support Officer
	S5006

	DIRECTORATE
	LOCATION

	Finance
	Council Offices, Vicarage Lane / hybrid home working

	GRADE
	OTHER ALLOWANCES

	WDC2
	Casual Car User

	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: 
· The Director of Governance and Corporate Services, 
· Chief Finance Officer, 
· Procurement Business Partnership Manager, 
· Senior Procurement Business Partner,
· Procurement Business Partners,
· Procurement Business Support Analyst
· Other employees of the Council.
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). 
· Officers of the County council and bodies associated with local authority procurement activities
Written communication - including email correspondence, telephone, Teams, and face to face.

	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)
	Approval of budgets against agreed contract costs and terms.  
Monitor e-tendering activity for purchases below £100,000 to ensure compliance with processes and procedures.
To process any requisition up to the value of £500,000 or invoice as may be required in connection with the procurement section via the Council’s Financial Information System. 

Limits on Authority as defined by the Procurement Business Partnership Manager and Chief Finance Officer in accordance with policies, procedures, and regulations.

To assist in the process of internet purchasing using the Council’s Corporate Credit Card, maintaining records of expenditure.

Manage orders and record purchasing records on all purchasing arrangements including Rail Travel, Stationery, PPE, Furniture etc.

Additional factors as detailed in the “Roles Responsibilities” below.

Administration errors can result in procurement challenges and appeals.  Work needs to be carefully checked to ensure that there is no reputational damage in issuing incorrect information.
Poor customer service which fails to meet the needs of our clients would damage client relationships and impact on the Council’s reputation.

	DECISION MAKING AUTHORITY (INDEPENDENCE)

	What actions can I take independently? 
Administrative duties which are aligned to this post, internet purchases that have been approved by budget holders. Raising purchase orders, invoices and proof-reading tender documents. Any other duties as defined by the Procurement Service Manager and Chief Finance Officer in accordance with policies, procedures, and regulations.


When do I need to involve others? 
If there are any purchases that are not clear or raise concerns as to their legitimacy. Any occasions that our outside scope of the actions that can be taken independently.  


	JOB PURPOSE (COMPLEXITY)

	Why does this job exist?
Support the Procurement Service Manager with the processes associated with the purchasing of goods and services for the Council and on behalf of members of the East Sussex Procurement Hub.
How does it contribute to the Council overall?
Provides key administrative support to the procurement service, enabling compliance and transparency within the procurement service, taking on publication requirements of other service areas and Hub Councils, reducing their administrative burden.
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ROLE RESPONSIBILITIES 

	What are the most important things I will be doing?
Assisting with tendering and contract management including the drafting of tender documents, specifications and contract awards.
Monitoring exemption requests and client led procurements to ensure compliance with the Procurement Act 2023 and relevant legislation.

	What other activities will I be responsible for?  
· Manage and update the ESPH contract register database.
· Manage and respond to enquiries relating to the Council’s e-procurement solution.
· Monitor spend data using the council’s spend analysis tool
· Maintain the team’s project management documentation to the required standard.
· Be responsible for the design and upkeep of the Council’s internet and social media platforms in respect of matters concerning contracts and procurement generally.
· Maintain the procurement toolkit which provides procurement advice to all ESPH officers / members.
· Maintain records of all project and procurement activity undertaken by      ESPH, including consortia and framework purchasing.
· Carry out general administrative tasks, including the accurate maintenance of filing systems and record keeping. Identify areas to improve and implement these.
· Provide sufficient phone cover, respond to general enquiry emails including the general procurement mailboxes and record information where necessary.
· Use Microsoft applications such as Teams, Outlook, Word, Excel and other bespoke software relevant to the service area you work in. Use these to update and analyse data where required.
· Use effective communication skills confidently to liaise with staff, customers, other agencies and members of the public, to assist in the delivery and provision of services. 
· Be proactive with decision making, being able to evidence the reasoning behind these & effectively challenge where appropriate. 
· Identify areas for self-development & actively take steps to gain this knowledge.
· Work and communicate effectively in a customer services environment dealing with applicants of all levels. Build relationships to work across teams and share best practice.
· Understand how your role impacts and influences the wider organisation and its stakeholders.
· Plan and utilise your time effectively enabling you to manage priorities and meet deadlines.
· Actively promote the Council’s values, understanding their purpose and how these affect internal and external factors.
· Understand relevant laws and regulations linked to your role.
· Be resilient when occasionally dealing with enquiries from customers exhibiting challenging behaviours.
· Recognise the value of change and be able to adapt to this effectively, showing initiative and resilience.
· Undertake such activities as may be decided by the Council or the Head of Service commensurate with the level of the post.


	Will I be managing others? 
No


	Who do I report into? 
Senior Procurement Business Partner



	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 cooperate 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.




	PROGRESSION & DEVELOPMENT 

	What are the development opportunities for me?
Further administrative qualifications
Attend training courses as and when identified
On the job training to develop procurement language and skills

	How will I know I am being successful in this role?
There is a comprehensive induction programme, as well as a probation period. Officers will have regular one to one meetings with their line manager to discuss expectations and performance, and any further support or guidance that is identified.

	What is the required learning for me in this role?
As part of the induction programme, officers are required to undertake selected mandatory online learning modules. 
Having a high level knowledge of procurement and the principles that we adhere to.




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. 


POST NO: 

	PERSON SPECIFICATION


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

	Experience
	Must have experience of working with procurement and/or financial systems.
	
	
	Application form / interview

	
	Experience of gathering, analysing and interpreting data.
	
	
	Application form / interview

	
	Experience of using e-procurement and e-tendering systems
	
	
	Interview

	
	Previous practical experience in buying goods and services for a large organisation.
	
	
	Application form / interview

	Qualifications/ Education

	A good level of general education, preferably with GCSE or equivalent passes in English and Math at 'C' or above or can demonstrate numeric and literacy ability from a previous working environment.
	
	
	Application form

	
	Current full driving licence
	
	
	Application form

	Knowledge
	Experience of placing orders and validating invoices electronically.
	
	
	Interview / practical assessment

	
	Knowledge and understanding of procurement in a public service setting (preferably local government)
	
	
	Application form / interview

	
	Excellent IT skills including using the full Microsoft Office suite of applications including Word and Excel.
	
	
	Application form / Interview

	Skills and aptitudes

	Enthusiastic, conscientious and the ability to use their own initiative and work within a team.
	
	
	Application / Interview

	
	Organised, with sound administrative skills.

	
	
	Application / Practical Assessment

	
	Flexible approach to work
	
	
	Application / Interview

	Personal attributes
	Proven ability to plan and prioritise own work with attention to detail.
	
	
	Interview

	
	Ability to demonstrate self-motivation and have a flexible approach to work.
	
	
	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.
	
	
	Interview

	
	Must be capable of dealing efficiently and sympathetically with officers of ESPH authorities, contractors, and members of the public.
	
	
	Interview
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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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