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JOB TITLE:	Procurement Officer
SALARY:	£36,691 - £44,013 

What is the role?

Reporting to the Procurement Manager, you will assist with the day-day delivery of the Council’s procurement processes including providing procurement and contract management advice and support to service areas.

[bookmark: _Hlk168776603]You will: 

· Deliver procurement practices, procedures and systems which are legally compliant, comply with the Council’s policies and which represent good practice.
· Maintain a significant understanding of procurement legislation and the Council’s Procurement and Contract Procedure Rules and advise the Strategic Procurement Specialist of any major changes to policy or procedures that are needed.
· Assist with training officers of the organisation on procurement legislation and FBC procedures.
· Assist with the maintenance of the Procurement pipeline, including regular meetings with managers to capture their needs.
· Lead on supporting simple procurement projects.
· Advise managers on the most appropriate procurement route to use based on practical experience.
· Provide support and advice to external companies wishing to do business with the council.
· Assist with the design and evaluation of tenders for the Council. 
· Assist managers with their contract management responsibilities, including contract resolution.
· Support managers in seeking appropriate but proportionate legal advice for issues of procurement and contract content.
· Lead on the oversight or delivery of processes needed to comply with the Procurement Act 2023 (e.g. transparency notices) or to ensure an efficient process flow (e.g. getting contracts signed).
· Contribute to the continual improvement of the processes used by the procurement service to meet the needs of managers and suppliers and improve performance and efficiency.
· Lead on managing the Corporate Contract store and work with managers to maintain their local contract store documentation.
· Be part of the Procurement working Group, providing operational input and support to the workings of the organisation.
· Maintain working relationships with other teams and support delivery of corporate responsibilities e.g. data protection, cyber security, economic development.
· Carry out due diligence checks on new and current suppliers.
· Work with the Exchequer Team to maintain supplier data on the finance system and identify and help implement new electronic purchasing channels.
· Challenge service use of suppliers which should be subject to market testing, or where Value for Money is not being obtained.
· Monitor the contents of contracts which have which have a financial impact and provide annual updates to the S151 Officer on the budget provision that needs to be made for this.
· Act in a professional way and represent the Council positively in all that you do. 
· Follow standards and performance expectations set for all aspects of the service. 
· Have a willingness to support other areas of the department and embrace a ‘one team’ and ‘one council’ approach to the delivery of the Directorate’s services.
· Provide responses to internal and external audit enquiries, ensuring all financial information is provided accurately and within required timescales.

Who is the Person?

It is important to us that you have:

· A relevant procurement qualification with at least 6 month’s post qualification experience.
· The ability to work on procurement cases across all council services.
· Excellent time management and prioritisation skills.
· Tact and diplomacy, as well as excellent influencing skills.
· A strong sense of doing the right thing to protect the Council and its assets.
· Excellent verbal and written communication and negotiation skills.
· Confidence in the basic use of MS Excel and MS Word. 
· Strong record keeping skills. 
· A sense of pride and determination to do a good job. 


Last Updated:  March 2026
Our policy is to make adaptations for those who have substantial and long-term disabilities.  If you need an adaptation to carry out any of the above, please let us know.
