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	Job Description




	Post

	Procurement Officer
	Post No
	TBC

	Line Manager

	Head of Finance
	Location
	Headquarters, Shrewsbury

	Directorate

	Finance
	Section
	Finance

	Grade

	9
	
	

	Hours

	37 per week
	Status of Post
	Permanent



	
1 Job Purpose

Reporting to the Head of Finance, the postholder will be responsible for leading and managing the organisation’s procurement and contract management functions.  

The postholder will ensure that all procurement activities are conducted in a transparent, ethical, and cost-effective manner, in line with relevant legislation and best practice.  Working collaboratively with internal and external stakeholders providing expert advice and guidance across the organisation, supporting sourcing, supplier management, and contract compliance to deliver value for money and support the organisation’s operational and strategic goals.  

2 Major Tasks

2.1	Lead the development, implementation and delivery of an effective and efficient procurement function, ensuring compliance with UK procurement legislation, internal policies, and public sector best practices.
2.2	Develop, implement, and regularly review procurement policies, procedures, and toolkits to ensure they remain current, legally compliant, and aligned with organisational needs.
2.3	Provide expert advice and support to internal stakeholders on all aspects of procurement and contract management, including tendering, evaluation, contract negotiation, and supplier performance.
2.4	Establish and maintain robust contract management frameworks, including risk assessments, performance monitoring, and reporting mechanisms.
2.5	Design and implement systems for monitoring procurement activity and evaluating outcomes to ensure continuous improvement and accountability and advise accordingly to stakeholders.
2.6	Deliver procurement projects using innovative approaches, including collaborative procurement, framework agreements, and digital tools, to achieve value for money.
2.7	Promote and embed sustainable and ethical procurement practices, including social value, environmental impact, and local supplier engagement.
2.8	Maintain accurate and up-to-date procurement records and data on relevant systems, ensuring transparency and audit readiness.
2.9	Build and maintain effective relationships with external partners and suppliers to identify opportunities for collaboration, cost savings, and improved service delivery.
2.10	Represent the organisation in local and national procurement networks and initiatives, contributing to sector-wide improvements and knowledge sharing.
2.11	Manage the relationship with the organisation’s shared procurement service provider, ensuring service level agreements are met and value is delivered.

3 Job Activities

3.1	Prepare and manage procurement documentation including specifications, invitations to tender, evaluation criteria, and contract award notices.
3.2	Lead procurement planning activities in collaboration with service managers to forecast needs and align procurement with budget cycles.
3.3	Conduct market analysis and supplier research to inform sourcing strategies and identify potential risks or opportunities.
3.4	Deliver training and awareness sessions to staff on procurement policies, procedures, and best practices.
3.5	Monitor supplier performance and compliance with contract terms, resolving issues and escalating where necessary.
3.6	Support internal audits and external inspections by providing procurement data, documentation, and evidence of compliance.
3.7	Contribute to the development of business cases and procurement strategies for major projects and initiatives.
3.8	To support effective purchasing and review purchasing procedures to identify good practice and improvements. 

4 Other Tasks 

4.1	To ensure that the organisational policies on equality and diversity at work are implemented, monitored and adhered to at all times, in order to achieve a working environment that promotes equality and diversity.  Be sensitive to the feelings and needs of others.

4.2	To support the organisation in embedding the ‘core values’, strategic aims and corporate objectives.

4.3	To ensure all duties are carried out in accordance with the Authority’s ICT Security Policy.

4.4	To comply with the Health and Safety responsibilities set out in Appendix A to this job description. 

4.5	To assist in the implementation of the Authority’s Service Plan and in the achievement of the objectives for the Authority as a whole.

4.6	Ensuring information is securely maintained and treated confidentially in accordance with Service policy, the Data Protection Act and other Information Acts.

4.7	To make an effective contribution to the corporate aims of the Fire Authority.

4.8	Maintain proper administrative procedures and records in accordance with Service policy, orders and instructions including documenting and recording work activity.

4.9	Ensure that any defect of Service premises, accommodation, furnishings, vehicles fixtures and fittings are reported in accordance with specified procedures.

4.10	To become involved in and to respond effectively to the changing requirements of the Authority.

4.11	To carry out such other duties as may be directed, commensurate with the grading of the post. 





Safety Responsibilities				              	Appendix A

Procurement Officer:

Reporting to the Head of Finance and is responsible for

· Implement the Brigade health and safety policy within your area of responsibility.

· Bring the health and safety policy to the attention of all staff under your control.

· Ensure all new entrants under your control are properly inducted into the Brigade, which must include an awareness of all precautions and procedures applicable to the job, and the emergency procedures.

· Ensure compliance with all safety precautions that apply to your area of control, including regulation of contractors.

· Ensure that no person is permitted to operate equipment unless they are competent to do so.

· Develop and implement safe systems of work for tasks specific to your area of control, including (but not limited to):
· Display Screen Equipment
· lone working

· Ensure that any responsibilities delegated to subordinate staff are clearly identified.

· Ensure that access to brigade premises under your control by visitors is limited to safe areas.

· Ensure risk assessments for equipment, tasks, premises and manual handling activities are conducted, regularly reviewed and any further control measures identified are complied with.

· Foster and maintain a positive safety culture.

· Monitor work activities to confirm compliance with Brigade safety standards and training inputs.

· Report and investigate accidents, near misses and dangerous occurrences that occurs to your staff or other persons on premises that you control.

· Conduct reviews of safety management within your area of responsibility to ensure continual improvement.

· Report to your line manager any shortcomings in the Brigade’s safety management system that you cannot solve yourself.
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Person Specification
	
	Essential
	Desirable

	Qualifications (or equivalent skills)
	· Hold or be working towards a professional procurement qualification CIPS Level 4 or equivalent.
	· Degree in a relevant field (e.g. Business, Finance, Law, Public Administration) 
· Membership of a relevant professional body (e.g. CIPS, CIPFA)

	Experience
	· Minimum 2–3 years’ experience delivering end-to-end procurement and contracting services
· Experience of working within a regulated procurement environment 
· Experience of advising stakeholders on procurement strategy and compliance
	· Experience of collaborative procurement or working with shared services 
· Experience of contract management and supplier performance monitoring
· Public sector experience

	Skills
	· Strong knowledge of UK procurement legislation and procurement practices 
· Demonstrated experience of managing multiple procurement projects simultaneously 
· Excellent written and verbal communication skills demonstrated through report writing
· Strong analytical and problem-solving skills 
· Proficient in using procurement and contract management systems
· Negotiation skills demonstrated through training or positive contract negotiation outcomes
	· Ability to develop and deliver training or guidance materials 
· Skilled in using e-tendering platforms and digital procurement tools

	Personal Qualities
	· High level of integrity and professionalism 
· Strong attention to detail and commitment to accuracy
· Ability to work independently and as part of a team
· Proactive, flexible, and solution-focused approach
· Commitment to continuous improvement and learning
	· Demonstrates leadership potential and ability to influence others 
· Interest in sustainable and ethical procurement practices

	Special Factors
	· Commitment to equality, diversity, and inclusion
	· Willingness to travel occasionally for meetings, training, or collaboration
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