	
West Yorkshire Fire & Rescue Service
Job Description.
Post Title:	Procurement Officer.
Grade:	Progression Grade 6/7 (Grade 7 if CIPS qualified Level 4 or 	above).
Responsible To:	Procurement Officer.
Purpose Of Post:	To provide efficient and effective procurement services, 	 	building strong relationships with category teams managing 	day-to-day procurement activities to	strategic objectives 	outcomes for procurement requirements, the majority of which 	are for Professional Services, Operational Equipment, 	Transport and Logistics and Corporate Communications 	categories.
	Procurement Officers are expected to be capable and willing to 	interchange responsibilities and workload to support each 	other during imbalanced workloads and/or periods of absence.
Organisational chart.
Chief Finance and Procurement Officer


      Head of Procurement


      Procurement Officer
(Vacant Post)
      Procurement Officer
Senior Procurement Officer


Procurement Assistant






Main duties and responsibilities of the role.
1. Ensure the principles of the Procurement Act 2023 (PA23) and associated Regulations, WYFRS Contract Procedure Rules (CPR) and Financial Procedure Rules (FPR) are complied with. 

2. Provision of professional and effective procurement and contracting advice/support throughout the entirety of the contracting process, including compliant contract approval and award and assistance with contract management escalations from internal stakeholders. 

3. Assess and prioritise stakeholder requirements developing effective sourcing strategies and identifying appropriate routes to market (including framework agreements) to ensure value for money outcomes and risk assured solutions are achieved.

4. Advise, train, support and manage internal stakeholders in the production of spend analysis, specifications, procurement tender documentation, publication and management of compliant tender notices and successfully manage the procurement process through to award of contract (including appropriate evaluation and moderation processes), mobilisation, hand-over of contracts to the contract/category managers with compliant completion of appropriate exemptions to CPR, contract variations/ extensions and award reports and manage the process of ensuring contracts are appropriately reviewed. 

5. Be accountable for and management of the E-procurement portal for the above mentioned category procurement processes including project set-up, publication of tender opportunities, documentation management, clarification process management and coordination of responses, issuing of notifications and all relevant PA23 notices.

6. Support and advise internal stakeholders on applicable legislation, standards and corporate responsibilities as they apply to procurement projects e.g. Environmental, Quality, Ethical standards and Health and Safety etc. including the most appropriate forms of contract.

7. Contribute to the development and use of documented policies and procedures for procurement and ensure their application by colleagues and stakeholders and ensure contract libraries, the Contracts Register and Procurement Delivery Plans are effectively managed, maintained and completed.

8. 	Maintain and enhance, the reputation of the Procurement department and Organisation at all times.


Organisational wide responsibilities.
Adherence to the NFCC Core Code of Ethics and West Yorkshire Fire Service Values. 
[image: A logo of the NFCC Core Code of Ethics.]
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. 
	Demonstrable relevant procurement experience.
	Essential.
	Application & Selection Process.

	
	Practical and demonstrable experience of relevant development and delivery of compliant procurement process and contracts.

	Essential.
	Application & Selection Process.

	
	Category Management experience in relation to relevant supply chains and markets.
	Essential.
	Application & Selection Process.

	
	Working within a Fire Authority or other public sector organisation.
	Desirable.
	Application & Selection Process. 

	
	Strong stakeholder management experience in a large organisation, including influencing and transformation skills.

	Essential.
	Application & Selection Process.



	
	Education and Training.
	Essential/Desirable.
	Where identified.

	
	Member of the Chartered Institute of Purchasing & Supply (MCIPS), Professional Level 4 Diploma (or working towards/prepared to commit to achieving).
(Career graded post Gd 6 until qualified Gd 7 [Level 4] once qualified).
	Essential.

	Application.

	
	GCSE Grade ‘C’ Maths and English or an equivalent level 2 numeracy and literacy qualification. 
Or 
Able to demonstrate an equivalent level of literacy and numeracy gained through life experience.
	Essential.
	Application.

	
	Good English (written & verbal skills).
	Essential.
	Application & Selection Process & Test.

	
	Good Mathematical skills using formulae for assessing tenders and with an understanding of financial information.
	Essential.
	Application & Selection Process & Test.



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

	
	Thorough understanding of standards, policies and legislative framework relevant to public sector procurement. 
	Essential.
	Application & Selection Process.

	
	Understanding of WYFRA Contract Procedure Rules and Financial Procedure Rules.
	Desirable.
	Application & Selection Process.

	
	Understanding of Professional Buying Organisations and associated framework agreements.	
	Desirable.
	Application & Selection Process.

	
	Understanding of the importance of providing quality customer support, exhibiting and maintaining personal and professional honesty and integrity at all times, with the ability to maintain confidentiality and use discretion, tact and sensitivity as appropriate.
	Essential.
	Application & Selection Process.

	
	Demonstrable workplace experience in planning and prioritising workload and output, working independently and as a team player and working to tight deadlines.
	Essential.
	Application & Selection Process.

	
	Knowledge and practical application of expressing concepts and ideas effectively to people at different levels within the organisation.
	Essential.
	Application & Selection Process.

	
	Demonstrable workplace experience of working with Information Technology applications at an advanced user level – e.g. Microsoft Outlook, Word, Excel, PowerPoint, SharePoint and Teams.
	Essential.
	Application & Selection Process.

	
	Demonstrable personal knowledge, understanding and capabilities of procurement good practice.
	Essential.
	Selection Process.

	
	Ability to effectively manage multiple procurement projects supporting internal stakeholders efficiently and effectively, managing stakeholder expectations to promote excellent customer support and service. 
	Essential.
	Selection Process.

	
	Ability to communicate effectively using appropriate written and verbal communication skills, ensuring all communications with stakeholders, customers and suppliers are appropriate, prompt, timely and tailored accordingly.
	Essential.
	Application & Selection Process.

	
	Flexible and adaptable approach to working hours and workload with an ability to assimilate new information quickly.
	Essential.
	Application & Selection Process.

	
	Demonstrate commitment to good data quality and a high standard of attention to detail within all areas of work.
	Essential.
	Selection Process.

	
	Demonstrate an understanding of and ability to implement Health & Safety at work. 
	Essential.
	Selection Process.

	
	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 locations (minimal occurrences).
	Desirable.
	Application.

	
	Reflects an understanding of and promotes VfM (value for money).
	Essential.
	Application and Selection Process.
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