London Borough of Lambeth
Job Description

Job title: Senior Procurement Officer
Grade: PO4

Directorate: Finance & Investment

Division: Procurement

Reports to: Category / Procurement Manager

Responsible for: Up to 5 team members / procurement officers
Main purpose of the post:

This post holder will occasionally deputise for the Category / Procurement
Manager in all matters across the category. The post holder will assist with the
planning, managing and co-ordinating work of a team tasked with delivering a
category specific multi-million-pound annual procurement programme for the
council.

The post holder will help shape the strategic plan for procurement for the
category. They will be responsible and accountable for the delivery of specific
projects that form part of the overall procurement programme across the council,
which will include, the tender processes and delivering against the Council’s
outcomes on commercial negotiations to secure the best value outcomes for end
users and residents.

The post holder will:

1. Play a key role in shaping and implementing the procurement strategy for the
category with a focus on collaborative working and partnering.

2. Assist in the category leadership of a professional procurement team to plan
tendering projects and to negotiate and deliver value for money contracts.

3. Fully participate in the development and delivery of a one-year category
specific programme for procurement, that meets service timescales, facilitates
the delivery of improved services, achieves value for money and is in keeping
with the Council’s priorities.

4. Support leadership and provide expert advice and implement procurement
best practice to deliver tendering projects across the category for the council.

5. Participate in the implementation of contract and relationship management

practices across the category for the council, working with colleagues, end
users and providers.
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6. Ensure that contract leads across the category for the council are trained and
suitably equipped to carry out their contract performance and supplier
relationship management responsibilities in line with the agreed practices.

7. To maintain an up to date and expert knowledge of changes in legislation and
understanding their impact for the category and for the council. To identify,
contribute and assist in updating council procurement policies and procedures
accordingly within Lambeth’s governance arrangements.

8. Working with relevant colleagues to improve the strategic relationships with
partners, suppliers and others to achieve value for money throughout the
contract life cycle.

9. To quantify spending at category levels of all goods and services, identify,
contribute and implement a year over year cost saving programme. Use a
category management approach to spend analysis.

10.Develop and agree with the Category / Procurement Manager an annual work
programme for the category, participate, manage and monitor the programme
and team performance. Agree relevant objectives and targets to ensure the
delivery of value for money services.

11.Produce reports and guidance documents on significant issues including
supplier performance, strategic market management and policy matters as
defined by the category team.

12. Participate in the development of market intelligence reporting through
structured benchmarking, market research and peer networking by the
service contract managers. Assist the presentation of the information to
senior managers in order to inform future direction and the pace of change,
future procurement strategy and contract packaging.

13.Recognise the necessary flexibility required to work as part of the category
team and the wider professional procurement cohort and organisation as
demand develops and changes from time to time.

14.To help manage and develop Procurement Officers and Procurement Support
Officers.

15.Exercise vigilance and awareness to prevent fraudulent activities in line with
the Council’s financial regulations, establish mechanisms to ensure
separation of project management from delivery of contracts.

16. Carry out the duties of the post in accordance with the Data Protection Act,
the Computer Misuse Act, the Health and Safety at Work Act, and other
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relevant legislation, as well as Council policies, procedures, Standing Orders
and Financial regulations.

17.Undertake any other duties that may be required to meet the exigencies of

the service. These may be varied from time to time to meet the needs of the
service.
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Person Specification

Senior Procurement Officer (PO4)

It is essential that in your written supporting statement you give evidence
or examples of your proven experience in each of the short-listing criteria

marked Application (A)

You should expect that all areas listed below will be assessed as part of
the interview and assessment process should you be shortlisted.

If you are applying under the Disability Confident scheme, you will need
to give evidence or examples of your proven experience in the areas
marked with a “Tick” (v') on the person specification when you complete

the application form.

Short listing
Criteria

Education

Q1

Educated to degree level and/or hold/working
towards a professional procurement qualification
e.g. CIPS

For current employees, there is an expectation
that they will hold or be willing to work towards a
relevant qualification.

YA

Key Knowledge K1

K2

K3

Considerable knowledge of current policy issues
affecting local authorities in relation to contract
procurement.

Comprehensive knowledge of contract
management, supplier relationships and
monitoring processes, pricing and financial
mechanisms, risk management technigues and
contingency planning.

Detailed knowledge of procurement routes and
managing full tendering processes and projects.

YA

YA

VA
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Relevant El Understanding and substantial experience of
Experience procuring complex and high value tenders,
including business critical contracts and services,
within a public sector environment.

E2 Delivery of above threshold Procurement
projects; including end to end Procurement
activities. Experienced at advising on all
procurement related matters, as well as
managing a procurement pipeline.

YA

VA

Key Behaviours PO4

Focuses on People is about considering the people who our work affects, internally
and externally. It's about treating people fairly and improving the lives of those we
impact. Put people at the heart of our work, after all that’s our business. It's about
making our processes fit people.

Takes Ownership is about being proactive and owning our personal objectives. It's
about seizing opportunities, driving excellence, engaging with the council’s objectives,
and furthering our professional development.

vA

Works Collaboratively is about helping each other, developing relationships, and
understanding other people’s roles. It's about working together with colleagues,
partners, and customers to earn their respect, and get the best results.

YA

Communicates Effectively is about how we talk, write and engage with others. It's
about using simple, clear, and open language to establish positive relationships with
others. It's also about how you listen and make yourself open to conversation.

Focuses on Results is about ambition and achievement. It's about making sure we
are working towards the end product and considering the effect of our service.

It's about making the right impact, having the right result and changing things for the
better
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Procurement areas of responsibility

The postholder will be expected carry out detailed procurement and / or category management
work within the main functions of area in which they are allocated.

Regeneration, Construction, FM & Estates

Construction — (including housing, schools, regeneration schemes)
Development — Estates and Urban Spaces

Minor works

Repairs and maintenance of council estate

Guarding and security

Facilities management

Furniture and equipment

Project management (Regen etc.)

Valuation and estates management

Care and Health Services

Children's services, including early years, family support, child protection

Looked After Children & Corporate Parenting

Adult Care Services including, substance misuse, mental health, preventative
measures, health and wellbeing.

Public Health

Health funded services, people and community care based

Energy and Shared Services

Client contact services

Lambeth corporate contract management (as at 1 Oct 2015 those marked *)
Stationery — including furniture, paper, office and educational *

Utilities including energy management and Carbon Reduction Commitment *
Vehicle / fleet management *

Print and document management

ICT

Support services such as HR, training, finance, legal and communication

Community, Environment, Leisure and Culture

Highways

Waste & recycling collection and management
Street cleansing

Parking

Lambeth Lighting

CCTV

Cemeteries

Parks
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e Grounds maintenance
e Libraries
e Leisure, culture and events

Commercial Services

o Policy Performance and Governance
o Policy and performance

Procedures

Forward planning and reports

Compliance monitoring
Training and development
o Risk management
o Systems, Analysis and i-procurement
o Oracle Supplier set up
o Other system based management

O O O O O

Procurement Board Administration

Procurement structure

Head of Service

| Procurement &
(8 Commarcial Services

Shared manager role
Oracle supplier set up,

Other system based management
Policy and performance
Procedures

Forward planning reports
Procurement Board administration
Compliance monitoring

Training & development
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Children's services,
including early years,
family support, child
protection

Looked After Children &
Corporate Parenting
Adult Care Services
including public health,
substance misuse, mental
health, preventative
measures, health and
wellbeing. Health funded
services, people and
community care based
Education, Learning &
Skills,
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Schools construction
Schools maintenance
Housing

Repairs and maintenance
Estate regeneration
Adaptations

Guarding and security
Decant scheme

PFI

Conversions
Residential furnisher
Total FM

Project management
(Regen etc.)

Valuation and estates
management

LBL corp contract management
Stationery - including furniture,
paper, office and educational
Energy - supply contracts,
bureau service, display
certificates,

Translation services

Vehicle |/ fleet management -
leasing, maintenance, fuel cards
Print and document
management

Courier services

Archiving

Post room services

Print room services

IT - hardware / consumables
MFD

Systems , Analysis,
I-procurement

Highways

Waste collection

Street cleansing

Waste management
Leisure centres
Cemeteries

Parks

Grounds maintenance
Libraries

Events

Parking

Lambeth Lighting

cCcTv

Procurement support for
Environmentally sustainable lives
through opportunities and
growth



