


WEST YORKSHIRE FIRE & RESCUE SERVICE
DUTY NOTES
POST TITLE:			Purchasing Officer


These duty notes are to be read and applied in conjunction with the overarching Job Description and shall be updated from time to time in line with the job role.


1. To source and buy value-for-money supplies and services using appropriate procedures and electronic systems.

2. To make good use of eDelta when raising RfQ’s and OPEX/SAP for Requisitions and Purchase Orders.

3. To deliver training as necessary to staff in depts. on compliance with purchasing procedures and the correct use of ordering systems & processes.

4. Process travel and accommodation requests (when required), making bookings and issuing tickets that represent value-for-money and in line with Policy.

5. To buy through approved Framework Agreements and Contracts wherever possible and where these offer value-for-money

6. To conclude the sourcing process by creating Purchase Orders accurately, against correct budget codes and ensuring clear quantities, quality and price.

7. Ensure compliance with ethical practices and standards when sourcing supplies and services e.g. avoid adverse impacts on the environment and natural resources etc.

8. Ensure that quantities of supplies and services are delivered to price and contractual agreements and take appropriate actions to address any shortfalls or excess.

9. To “Goods Receipt” deliveries as necessary, ensuring the detail and accuracy

10. To deal with invoice and delivery reconciliation

11. Monitor and report supplier performance.

12. To assist storekeepers with Stock re-ordering during periods of absence and excessive workloads.

13. To work to deadlines and re-prioritise workloads when necessary.

14. Comply at all times with the Code of Conduct for officers of the Authority and such other professional requirements pertaining to standards of conduct.

15. To ensure that risk is managed effectively in accordance with sourcing good practice
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