	
West Yorkshire Fire & Rescue Service
Job Description.
Post Title:	Purchasing Officer - Stores
Grade:	5
Responsible To:	Stores Manager
Purpose Of Post:	Buying of goods and services that represent value-for-money, in a timely and efficient manner.	
Organisational chart.
Main duties and responsibilities of the role.
MAIN DUTIES AND RESPONSIBILITIES

To provide an efficient sourcing and buying service to the organisation

To be responsible for the day-to-day buying of supplies and services from approved contracts & catalogues or by use of appropriate quotation procedures

MAIN RESPONSIBILITIES
This job description has been produced using as a base, the Chartered Institute of Purchasing & Supply, Global Standard for Procurement and Supply (Operational Competencies)

1. Establish the requirements of internal customers and other stakeholders for the buying of supplies and services.

2. Ensure compliance at all times with organisational procedures including Contract Procedure Rules.

3. Remain alert to the reputational damage that can be experienced by the organisation in the event of breaches of Regulations and procedures.

4. Operate and promote the use of electronic Purchase-to-Pay systems for catalogues, requisitioning, ordering and invoicing.

5. Train staff in depts. as necessary on the use of procedures and ordering processes.

6. Ensure that all required details are entered onto Requests for Quotation / Purchase Orders or other documentation used in the sourcing process.

7. Compare and evaluate quotations received from suppliers and make recommendations / seek approval for the placement of orders / contracts.

8. Advise and recommend best value options to internal customers.

9. Monitor and compare supplier pricing, taking alternative actions as necessary to secure value-for-money.

10. Take proactive actions as necessary to ensure successful and timely delivery of purchased supplies and services.

11. Check that contracts and framework agreements remain valid before placing orders

12. Identify sourcing and supply chain problems and work to develop solutions, ensuring timely and sustainable corrective actions are applied.

13. Input data on systems to perform key tasks and transactions for sourcing and buying.

14. Ensure systems are updated with data in a timely manner. 

15. Conduct regular stock takes in coordination with warehouse staff to ensure inventory accuracy.

ANY OTHER INFORMATION 

Note 1: This document is produced as a guide to the general nature of the post, and the list of duties is neither exhaustive nor exclusive. Job responsibilities are further expanded in Duty Notes.

Organisational wide responsibilities.
Adherence to the NFCC Core Code of Ethics and West Yorkshire Fire Service Values. 
To implement and promote the Authority’s:
Health and Safety policies.
Equality and Diversity policies.
Information Security Management System policies.
Safeguarding policies.
Business continuity policy and contingency arrangements. 
Policies related to General Data Protection Regulation and Data Protection Act 2018.
Commitment to maintaining our Customer Service expectations.
A satisfactory Standard Disclosure and Barring check is required for the role.
This post has been designated a hybrid working post which means the postholder’s working time will be split between the workplace and home. The actual pattern and number of days at each will be agreed locally with the line manager and will be determined based on the service needs. 
Skills and experience requirements for this role.
In the supporting statement section of the application form give clear, concise examples of how you meet all of the Essential person specification criteria (i.e. items you must be able to do from day one to be able to do the job), identified as ‘Application’ in order to be shortlisted for this vacancy.  If a large number of applications are received, only those who also meet the Desirable criteria, identified as ‘Application’, will be shortlisted, i.e. criteria you need to do the job, but which could be learnt during training.
Please list or number the competency criteria below against which you are providing evidence/examples in order to structure your supporting statement in a well organised way.
There may be some criteria that are identified through ‘Selection Process’ only. You will only be assessed on these criteria during the selection process and not from your application form, this may involve tests, presentations, interview etc.
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	Experience.
	Essential/Desirable.
	Where identified.

	1. 
	Proven experience of general sourcing and buying across a range of supplies and services
	Essential
	Application & Selection Process.

	
	Workplace experience of the input and maintenance and retrieval of information utilising Microsoft Word and Excel.
	Essential
	Application & Selection Process.

	
	Experience of database applications.
	Desirable
	Application & Selection Process.



	
	Education and Training.
	Essential/Desirable.
	Where identified.

	
	Diploma Member of Chartered Institute of Purchasing and Supply (CIPS Level 3) – (or committed to achieve).
	Essential 
	Application
& Selection Process

	
	Good English written & verbal skills. Functional Skills English Level 2 or GCSE Grade C or equivalent relevant qualification.
	Essential
	Application
& Selection Process

	
	Good Mathematical skills for assessing quotations and identifying best value. Functional Skills Maths/Numeracy Level 2 or GCSE Grade C or relevant equivalent qualification.
	Essential
	Application
 & Selection Process



	
	Special knowledge and skills.
	Essential/Desirable.
	Where identified.

	
	Demonstrate knowledge, understanding and capabilities of sourcing and buying to achieve value for money
	Essential
	Application
 & Selection Process

	
	Good understanding of the legislative framework that regulates public sector procurement.
	Desirable
	Application
& Selection Process

	
	Good understanding of WYFRA Contract Procedure Rules and Financial Regulations
	Desirable
	Application
& Selection Process

	
	Good working knowledge of Professional Buying Organisations (e.g., CCS, ESPO, YPO etc) and associated Framework Agreements

	Desirable
	Application
& Selection Process

	
	Maintains personal and professional honesty and integrity
	Essential
	Application
& Selection Process

	
	Serves internal stakeholders efficiently and effectively to promote customer support and service
	Essential
	Application
& Selection Process

	
	Ensure that all communications with stakeholders and suppliers are appropriate, prompt, timely and tailored accordingly
	Essential
	Application
& Selection Process

	
	Develop effective relationships with other team members and internal customers
	Essential
	Application
& Selection Process

	
	Ability to plan and prioritise in order to meet customer expectations
	Essential
	Application
& Selection Process

	
	Demonstrate commitment to good data quality within all areas of work. 
	Essential.
	Selection Process only.

	
	Demonstrate commitment to and understanding of Equality & Diversity, NFCC Core Code of Ethics and WYFRS values
	Essential.
	Selection Process only.

	
	To hold and maintain a current full UK valid car driving licence and/or Able to attend meetings across the Service.
	Desirable
	Application & Selection Process.
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Head of Transport & Logistics


Stores Manager


Deputy Stores Supervisor


3 Administrators


6 Storekeepers


3 Purchasing Officers
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