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	[bookmark: _heading=h.gjdgxs]Role Description and Employee Specification

We deliver great services to local communities on behalf of their local council.  We are owned by the Councils and not shareholders, so we know our priorities and have strong values. At Publica we put people and our communities at the centre of everything.
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Job title:
	
Procurement Administrator	
	
Location:
	
Cirencester	

	Department: 
	Finance
	Service:

	Procurement 

	Reports to: 
	Senior Procurement Business Parter`
	Working Hours: 

	37.5

	
Job group:
	
Process & Internal Support
	
Peer group no:
	
PG-C5

	
Business World Post number:
	
Click here to enter text.
	
Direct Reports (if applicable):

	

N/A


	
FTE Salary pro rata:

	
£25,223 - £27,197
	
Contract type:

	Permanent





	The what
Main purpose of this specific role: 
	To support a variety of procurement administrative activities for Publica Group (support) Ltd, our partner organisations and Clients 



	The how
Main requirements  for this specific role: 

	
· Provide a comprehensive administrative service to the Publica Procurement Team
· Respond to supplier queries and liaise with internal stakeholders.
· Assist in the production of periodical and other statistical data and returns, for Government departments and other external bodies, including compilation of data for benchmarking purposes. 
· Monitor and action E-procurement portal correspondence and documentation with suppliers and clients to meet time-sensitive deadlines
· Responsible for the publishing and maintaining ‘Contracts Registers’ for each partner Council in accordance with legislation
· Responsible for organising and coordinating a monthly Procurement Board meetings
· Responsible for the coordination of Freedom of information requests 
· Support the Procurement team in creating documentation
· Support the implementation of innovative procurement practices, policies, procedures and documentation that meet the current Council Contract Procedure Rules (CPR’s) and Procurement legislation 
· Assist with data analysis of spend on good and services using Agresso ERP and other tools through category management techniques to achieve the greatest gains in efficiency and cost reduction across all Publica Partners. 
· Undertake any other duties as reasonably required to do so 


	Essential qualifications/skills/experience specific to this role:

	· Qualifications equivalent to NVQ level 1 or GCSE in Maths and English
· Ability to establish and maintain good working relationships
· Natural and engaging style of communication
· Ability to apply good judgement and query issues where appropriate

	Desirable Requirements Qualifications, Skills and Abilities:

	· The ability to learn new skills and tasks
· Competent in using a range of technology and software packages, including Microsoft and Google
· Good written and verbal communication skills


	

	
	
Generic Job Profile:

	
Main Purpose of a role within this job group:
	
The purpose of the role is:

· To provide transactional services to support and assist the business function, process and service delivery
· To respond to the needs of internal and external customers, within clearly defined business processes and ways of working in the specific function or business area

	
Key Responsibilities of a role within this job group:
	
· Working under the general direction and guidance from the Business Manager or Operational Manager to undertake allocated tasks and duties as instructed
· Carry out end to end business processes in a timely and effective manner in accordance with quality standards, guidance and procedures
· Ensure all relevant customers and company information is captured and recorded accurately
· Handle queries and follow through to the appropriate, authorised level of resolution or redirect as required
· Update and maintain internal data and records 
· Identify issues and escalate issues which may potentially impact service delivery 
· Undertake any other duties as reasonably required to do so

	
General Accountabilities:
	
· Safeguarding – The Council/Publica is committed to meeting its statutory and moral duties to safeguard and promote the welfare of children, young people under 18 years of age and adults at risk who are the recipients of its services and/or activities.
· The post holder is responsible for maintaining a safe working environment and ensuring as far as reasonably practicable that safe working practices are adopted by employees within this work environment
· Work in compliance with the Codes of Conduct, Regulations and policies of Publica
· [bookmark: _heading=h.1fob9te]To support the response to a major incident, including taking up a designated role within the emergency management framework

	
Special Conditions:

	
· There may be a requirement to work at other Publica Group (Support) Ltd and/or client locations to meet the needs of the business
· You will be expected to work reasonable additional hours in line with the needs of the service
· Full UK Driving License 
· BPSS:Your role will require a Baseline Personnel Security Standard Check (BPSS)

	

	Date reviewed:
	Click here to enter a date.

	Reviewed by:
	Click here to enter text.

	Manager job title:
	Click here to enter text.

	Checked HRBP
	Kate Wilkins 
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