

DARLINGTON BOROUGH COUNCIL
RESOURCES
JOB DESCRIPTION
	POST TITLE :  


	Procurement Assistant (Band 8
Assistant Procurement Officer (Band 9)

Procurement Officer (Band 10


	PAY BAND :


	Band 8/9/10
(dependent on experience)

	JOB EVALUATION NO.


	C2157, E3592, E3593



	REPORTING RELATIONSHIP


	Senior Procurement Officer

	JOB PURPOSE :


	To assist in the coordination and monitoring of procurement activity across the Council, ensuring procurement is legally compliant and delivers maximum value for money. 

To help with other areas of the work of Legal Services as may be required. 



	POST NO.


	

	PDR COMPETENCY FRAMEWORK
	Level 1, Expected Competencies for all employees


MAIN DUTIES/RESPONSIBILITIES
	
	Job Description Duties
	Band 8
	Band 9
	Band 10

	1
	To help with implementation of the Corporate Procurement Strategy and Code of Practice and supporting documentation.
	E
	E
	E

	2a
	Assist Procurement Officer colleagues with high value but below threshold procurement projects
	E
	E
	E

	2b
	Assist Procurement Officer colleagues with complex, high value procurement projects
	
	E
	E

	2c
	Move forward complex, high value procurement projects and deal with issues that arise.
	
	
	E

	3a
	Carry out corporate procurement projects requiring quotations 
	E
	E
	E

	3b
	Carry out the procurement of quotations and below threshold procurement exercises
	E
	E
	E

	3c
	Carry out Strategic and above threshold procurement exercises
	
	
	E

	4a
	Assist Procurement Officer colleagues with strategic procurement projects in each of the 3 corporate areas (Construction and Front Line Services; Adults, Children’s and Public Health; and Corporate) and maintain a work log demonstrating this experience
	E
	E
	E

	4b
	Carry out strategic procurement projects in each of the 3 corporate areas (Construction and Front Line Services; Adults, Children’s and Public Health; and Corporate) and maintain a work log demonstrating this experience
	
	E
	E

	5
	Assist the Senior Procurement Officer in the implementation of the new e-tendering and case management systems
	E
	E
	E

	6
	Collate contracts for sealing and signing
	E
	E
	E

	7
	Carry out procurement in a legal, ethical and accountable manner in line with all current legislation
	E
	E
	E

	8
	Assist in implementing, monitoring and reviewing the corporate procurement code of practice, procurement procedures and supporting standard documentation to enhance the effective management of procurement activities in line with best practice, Council policies, financial regulations, the constitution, and UK Legislation.
	
	E
	E

	9
	Assist with the receipt and numbering of tenders and to take responsibility of their safe custody and opening.
	
	E
	E

	10a
	Assist Procurement Officer Colleagues in the review of purchasing arrangements and assist with their work programmes of contract aggregation to provide economies of scale and lower unit costs to achieve targeted savings
	E
	E
	E

	10b
	Review purchasing arrangements and lead on a work programme of contract aggregation to provide economies of scale and lower unit costs to achieve targeted savings
	
	E
	E

	11a
	Assist Procurement Colleagues with regular spend analyses in each of the 3 corporate areas
	E
	E
	E

	11b
	Carry out a spend analysis exercise in relation to one of the corporate areas to create and maintain a corporate contract log and plan for departmental and corporate contracts; recommend opportunities for new contracts that can deliver savings and efficiencies to the authority. Maximise the Council’s purchasing power through contract and procurement control.
	
	E
	E

	11c
	Carry out regular spend analysis to create and maintain a corporate contract log and plan for departmental and corporate contracts; recommend opportunities for new contracts that can deliver savings and efficiencies to the authority. Maximise the Council’s purchasing power through contract and procurement control.
	
	
	E

	12a
	Assist Procurement Officer Colleagues in Employing the Council’s Project Management methodology to manage major procurement exercises from feasibility studies, through the production of documentation, tendering and negotiation to award of contract incorporating a contract management user guide.
	
	E
	E

	12b
	Employ the Council’s Project Management methodology to manage major procurement exercises from feasibility studies, through the production of documentation, tendering and negotiation to award of contract incorporating a contract management user guide.
	
	
	E

	13a
	Assist the Senior Procurement Officer to develop procurement within the Council as a tool for delivering service improvement; this will include providing specific advice on service reviews.
	E
	E
	E

	13b
	Focus on the development of procurement within one corporate area of the Council as a tool for delivering service improvement; this will include providing specific advice on service reviews.
	
	E
	E

	13c
	Develop procurement within the Council as a tool for delivering service improvement; this will include providing specific advice on service reviews.
	
	
	E

	14
	Assist with the development and implementation of e-procurement across the authority and ensure the efficiencies are captured; including but not limited to e-tendering, e-contract management, e-invoicing and procurement cards.
	E
	E
	E

	15
	Promote effective use of available sub-regional, regional and national framework agreements to ensure optimum value for money for the authority.
	E
	E
	E

	16a
	Assist Procurement Colleagues with their reviewal, research and advise on best practice, procedural and legal issues (including the impact of new legislation and reported legal cases) so far as it relates to the job purpose.
	E
	E
	E

	16b
	Keep under review, research and advise on best practice, procedural and legal issues (including the impact of new legislation and reported legal cases) so far as it relates to the job purpose.
	
	E
	E

	17
	Ensure quality advice is given to officers and members that reflect the council’s contract procedure rules and current UK legislation.
	E
	E
	E

	18a
	Assist Procurement Officer colleagues with contract management and reporting on contracts managed by the Procurement Service.
	E
	E
	E

	18b
	Carry out contract management and reporting on contracts managed by the Procurement Service.
	
	E
	E

	
	Dependent upon the Post holder’s legal knowledge and experience
	
	
	

	19a
	To assist the Principal Lawyer (Commercial) & Procurement Manager to give advice about, draft and amend agreements, contracts and other legal documents.
	
	E
	E

	19b
	To identify most appropriate and beneficial form of standard contract for particular purposes and advise clients accordingly.
	
	E
	E

	19c
	To assist the Principal Lawyer (Commercial) & Procurement Manager to deal with procurement challenges.
	
	E
	E

	19d
	To assist with other areas of legal work
	
	E
	E

	20
	Establish and maintain effective working relationships with key clients and stakeholders and to provide assistance to officers with purchasing in accordance with the councils constitution.
	E
	E
	E

	21
	Attend such meetings, with officers, members, clients, stakeholders, or other persons as may be required.
	E
	E
	E

	22
	Attend at relevant committees or sub committees (for example scrutiny) consistent with the duties of the post.
	
	E
	E

	23
	Review draft reports that are referred, considering legal, policy, procedural and constitutional implications and to comment on and advise clients.
	
	E
	E

	24
	Write reports or make amendments to reports (ie Cabinet reports) as may be necessary.
	
	
	E

	25
	Undertake research as required from time to time.
	E
	E
	E

	26a
	Assist Procurement Officer colleagues to devise and deliver appropriate training seminars and courses for staff, members, clients and others.
	E
	E
	E

	26b
	Devise and deliver appropriate training seminars and courses for staff, members, clients and others.
	
	E
	E

	27
	Ensure that all matters within your care and conduct are properly and expeditiously progressed in accordance with best practice.
	E
	E
	E

	28
	Ensure that you follow relevant policies, office procedures, quality and practice management standards.
	E
	E
	E

	29
	Carry out your duties with full regard to the Council’s Equality Policies
	E
	E
	E

	30
	Behave according to the Employees’ Code of Conduct and ensure that employees in your team are aware of their obligations and responsibilities re. conflicts of interest, gifts, hospitality and other matters covered by the Code.
	E
	E
	E

	31
	Comply with Health and Safety policies, organisations statements and procedures report any incidents/accidents/hazards and take pro-active approach to health and safety matters in order to protect both yourself and others.
	E
	E
	E

	32
	Any other duties commensurate with the grade of the post that may be required from time to time.
	E
	E
	E

	33
	Ensure that you work in line with all the Council’s policies and procedures and ensure that you are aware of your obligations under these.
	E
	E
	E

	34
	Behave according to the Employees’ Code of Conduct and ensure that you are aware of your obligations and responsibilities re. conflicts of interest, gifts, hospitality and other matters covered by the Code.
	E
	E
	E

	35
	Carry out your role in line with the Council’s Equality agenda.
	E
	E
	E

	36
	To comply with health and safety policies, organisational statements and procedures, report any incidents / accidents/ hazards and take a pro-active approach to health and safety matters in order to protect yourself and others.  
	E
	E
	E

	37
	Any other duties of a similar nature related to this post that may be required from time-to-time.
	E
	E
	E

	38
	This post is deemed to be a ‘Customer Facing’ role in line with the definition of the Code of Practice on the English language requirement for public sector workers
	E
	E
	E

	40
	Darlington Borough Council and schools within the Borough are committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.


	E
	E
	E


Date : May 2021
Training and Experience
The pay band for the post is directly linked to having the relevant experience and knowledge required  .

There is no automatic progression through the grades of a multi-graded post. Movement within a multiple graded post should meet service demands and requirements. 

Applications to move within a multi-graded post should be sought for permanent and substantive changes to a job role. 
DARLINGTON BOROUGH COUNCIL
PERSON SPECIFICATION
RESOURCES

PROCUREMENT ASSISTANT (BAND 8)

ASSISTANT PROCUREMENT OFFICER (BAND 9)

PROCUREMENT OFFICER (BAND 10)
POST NO. 

D = Desirable
E = Essential

	Criteria No.
	Attribute
	Band 8
	Band 9
	Band 10

	
	Qualifications & Education
	
	
	

	1.
	A degree or formal management training or qualification e.g. MBA/DMS


	D
	D
	D

	2.
	Qualified (MCIPS) Member of Chartered Institute of Purchasing and Supply or equivalent


	D
	D
	D

	3.
	Qualified to Prince 2 foundation level


	D
	D
	D

	
	Experience & Knowledge
	
	
	

	4.
	Candidates should have;

Up to date procurement experience, or

Experience of public sector contracting, or

Experience of giving legal advice on contracts and drafting contract


	
	E
	E

	5.
	Experience of managing projects from feasibility to implementation.


	
	E
	E

	6.
	Experience of carrying out commercial negotiations


	
	
	E

	7.
	Experience of following prescribed processes and timetables in a compliant manner


	E
	E
	E

	8.
	Experience of implementing, monitoring and reviewing policies and procedures


	
	E
	E

	9.
	Experience of advising and coaching staff to help them understand and follow complex processes and procedures


	
	E
	E

	10.
	Private sector procurement experience


	
	
	

	11.
	Recent local government procurement experience


	
	E
	E

	12.
	Project Planning and Management experience


	
	
	E

	13.
	Experience of working successfully in a political environment and of developing effective and productive working links with elected Members


	
	
	E

	14.
	Detailed knowledge of regulatory framework and EU Directives relating to procurement.


	
	
	E

	15.
	Experience of arranging contracts


	
	
	E

	16.
	Experience of developing effective partnerships and joint working both internally and with external bodies/businesses, Voluntary Community Sector and other public sector bodies


	
	
	E

	
	Skills
	
	
	

	17.
	Ability to recognise the strategic links between procurement and other Transformation projects.


	
	E
	E

	18.
	Ability to plan and organise own workload with minimum supervision and to strict deadlines.


	E
	E
	E

	19.
	Ability to understand complex organisational issues.


	
	E
	E

	20.
	Ability to analyse information from a variety of sources, solve complex problems and think creatively and strategically


	E
	E
	E

	21.
	Ability to interpret and present information, including financial information in a logical and systematic manner


	
	E
	E

	22.
	Ability to regularly give advice and guidance, including demonstrating duties, instructing and checking the work of others


	
	E
	E

	23.
	Ability to communicate both orally and in writing to a wide range of audiences (including ability to write clear and concise reports & presentations)


	E
	E
	E

	24.
	Ability to work to broad policy guidelines and to use discretion and act on own initiative as required


	E
	E
	E

	25.
	IT Literate, capable of using MS Word / Excel and office packages


	E
	E
	E

	26.
	Understanding of performance management and how it relates to procurement.


	
	
	E

	27.
	Market knowledge and awareness of a broad spectrum of goods and services


	
	
	E

	28.
	Knowledge of industry best practice and developments relating to the functions of the post.


	
	
	E

	
	Personal Attributes
	
	
	

	29.
	Ability to influence and inform others


	E
	E
	E

	30.
	Self-motivated and pro-active


	E
	E
	E

	31.
	Flexible approach to a fast changing working environment


	E
	E
	E

	
	Special Requirements
	
	
	

	32.
	The ability to communicate at ease with customers and provide advice in accurate spoken English


	E
	E
	E

	33.
	Capable of independent travel to carry out the requirements of the post


	E
	E
	E
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