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JOB DESCRIPTION

1.
JOB DETAILS

Job Title:
Procurement Service Manager

Band:


 
 7
Reports to:


Head of Procurement
Department / Directorate:
 Procurement / Finance
2.
JOB PURPOSE
· Understand, manage and plan your area of procurement responsibility including spend analysis.

· Plan and deliver savings to support divisions, projects and the Trust.

· Lead procurement projects to deliver best value full life costs for goods and services across capital, maintenance, consumables and goods, complying with Trust policies, Standing Financial Instructions and EU procurement regulations.
· Plan and manage complex and high value sourcing (ITTs, RFQs and similar) to full completion.  Lead OJEU ITTs when required, including associated evaluation and change process.  
· Manage a procurement team delivering strategic and operational service to internal divisions.

· Work with Procurement and Divisional teams to identify potential saving and benefits, manage allocated work and deliver results in a timely manner.

· Advise colleagues and stakeholders how to apply EU regulations and processes, contract terms, NHS Terms and Conditions, procurement processes, information systems and effective procurement.
· Promote professional procurement. Actively promote the Procurement Department, how the team can help, and support stakeholders in procurement matters.
· Manage capital procurement, ensuring project deadlines and critical dates are met.

· Ensure orders, invoice queries and new product requests within your scope of responsibility are processed correctly and expeditiously.

· Develop, negotiate and monitor commercial contracts at Trust level.  Train others within the team to carry out this activity.
· Apply legal and contractual knowledge to routine queries.

· Assist the Head of Procurement to develop and improve integrated supply chain activity.

3.
DIMENSIONS/ KEY WORKING RELATIONS
· Accountable directly to the Head of Procurement.
· The post holder will interact with varied stakeholders including but not limited to:

· His or her own staff or project team as allocated.

· Procurement colleagues 

· Logistics and facilities teams
· Clinical Staff including Consultants, Matrons, Nurses

· Executive and Board members

· Operational staff including Clinical Service Managers and Divisional Managers
· Projects Management Office
· Management Accountants & Divisional Business Managers
· Users and order requisitioners throughout the Trust
· Suppliers of goods and services, distributors and purchasing agencies

· Other Procurement staff within the NHS including regional & national bodies
· Communicate regularly with Infection Control, Tissue Viability and Clinicians regarding the implementation of medical products.

· Inform Capital Finance Team of progress throughout each capital scheme.

· Work directly with Medical Electronics to ensure all equipment has been vetted and acceptable for connection to any one patient.

4. ORGANISATIONAL CHART:
Procurement Department
Dated 11 Oct 2024
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5.
KEY RESULT AREAS/PRINCIPAL DUTIES AND RESPONSIBILITIES:
Build collaborative relationships

· Build and maintains effective working relationships with stakeholders across all departments to build trust and understanding, thereby delivering value and service.
· Maintain appropriate contact with end users, clinical managers and suppliers to match procurement activity and supplier capabilities with Trust objectives and best practice 

· Collaborate with other collaborations and NHS Trusts in establishing consortium relationships to procure goods and services where joint commitment will yield enhanced value for money
Strategic purchasing and supply activity

· Delivering procurement savings in line with Trust’s objectives.
· Writing Contracts, Service Level Agreements, Terms and Conditions, defining measurable KPIs for different stakeholders.
· Contract management:   Manage high value, complex supply agreements with numerous requirements and clauses; and manage suppliers against Key Performance Indicators.
· Implement strategies to manage assigned procurement portfolios and projects.
· Develop and manages work plans for self and the team.  Help develop collaborative work plans across the Trust and with external partners.
· Identify, influence and manage product standardisation cost-effectively.
· Analyse spending, present options and develop procurement plans with senior stakeholders.

· Promote procurement best practice for all products and services.
· Advise members of the team on procurement activities, contract writing and contract management activities as well as provide guidance on tendering activities, lean procurement, process efficiency and inventory management.
· Identify and report cost reductions achieved as part of projects or contract work being undertaken.  Find and implement opportunities for significant direct and indirect savings, recurring or non-recurring, and added value through contracting and negotiation.

· Use and support the development of e-business solutions and improve team efficiency. 

· Revise, draft and apply new processes or procedures, often Trust-wide or team-based, for approval by Head of Procurement.
Management of staff and activity
· Manage, develop and train staff or a project team if allocated.

· Manage individual and team performance, training and development needs, budget management.
· Appraise direct reports effectively and in a timely manner, setting individual and team objectives.
· Address performance problems in a timely manner.
· Oversee activities of staff through regular 1:1 review meetings

· Monitor supplier performance ensuring value for money is delivered to meet sourcing plans 

· Ensure all reports and those from a team comply with Trust policies.

· Ensure staff leave is fully recorded in a timely manner on the Trust’s software of choice.
· Ensure procurement quality and performance meet the needs of colleagues cost-effectively.  Remedy shortfalls. 
· Manage time and workload efficiently and effectively.
· Attend meetings and events around the locally and nationally as your role requires.
Contracts Negotiations and Management 
· Plan and negotiate effectively with suppliers to deliver best value for money.
· Prepares tender documents compliant with the Public Contract Regulations 2015 and guide stakeholders in their preparation of specifications and requirements.
· Score, assess or moderate tenders as required.  Recommend and advise stakeholders.  Challenge stakeholders to review and properly consider alternative choices to the status quo.  
· Is fully conversant with OJEU and the Trusts Standing Financial Instructions and provides relevant training to internal and external stakeholders where appropriate.

Contracts 
· Responsible for accurately updating the Trusts’ Contracts Database when new information emerges.

· Monitors contract coverage for validity, value, effectiveness and suitability.  
Physical / Mental / Emotional Effort:

· The post is varied and changing. It includes many aspects of people management and change management that can be stressful.  

· The post holder will be required to work in the Procurement Department, the Divisions being supported, other places in the Trust and external collaborative partners. This will require travel among sites and flexibility to work in these places.

· Some procurement will be complex and high-value.  The postholder will have to be comfortable handling these stressful aspects.

· Negotiating can also be stressful and will require a good level of professionalism in order to get the best outcome for the Trusts

· Analyse large volumes of data, deciding or recommending options based on evidence presented, solving problems and analysing root causes.
· Occasional exposure to distressing / emotional circumstances when managing staff, including sickness, performance management, grievance and discipline.

Other Responsibilities:

· Follow Trust policies and procedures.
· Maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities, lead some team training, and support staff in their development.
· Undertake any training for competence including mandatory training such as Fire & Manual Handling.
· Contribute to and work within a safe working environment.
THE TRUST - PURPOSE AND VALUES

We are committed to serving our community by being a high quality specialist Hospital with consultant-led services.  We aim to co-ordinate our services with primary and community care, and to develop a limited number as Sub-Regional Referral Centres with appropriate levels of research, development and educational involvement.  Where appropriate, and consistent with our services, we may provide services aimed at preventing disease and debilitation.

We aim to make all our services exemplary in both clinical and operational aspects.  We will show leadership in identifying healthcare needs to which we can respond and in determining the most cost-effective way of doing so. We will share our knowledge with neighbouring healthcare agencies and professionals.

We recruit competent staff whom we support in maintaining and extending their skills in accordance with the needs of the people we serve.  We will pay staff fairly and recognise the whole staff’s commitment to meeting the needs of our patients.

We are committed to equal opportunity for all and encourage flexible working arrangements including job sharing. 

GENERAL

This is a description of the job as it is now.  We periodically examine employees' job descriptions and update them to ensure that they reflect the job as it is then being performed, or to incorporate any changes being proposed.  This procedure is conducted by the Manager in consultation with the jobholder.  You will, therefore, be expected to participate fully in such discussions.   We aim to reach agreement on reasonable changes, but if agreement is not possible, the Trust reserves the right to insist on changes to your job description after consultation with you.

The RD&E is a totally smoke-free Trust.  Smoking is not permitted anywhere on Trust property, including all buildings, grounds and car parks.  For help to quit, call 01392 207462.

As an employee of the Trust, it is a contractual duty that you abide by any relevant code of professional conduct and/or practice applicable to you.  A breach of this requirement may result in action being taken against you (in accordance with the Trust’s disciplinary policy) up to and including dismissal.

The post holder is expected to comply with Trust Infection Control Policies and conduct him/her at all times in such a manner as to minimise the risk of healthcare associated infection.
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PERSON SPECIFICATION
POST: Procurement Services Manager
BAND: 7
	REQUIREMENTS
	At 

Recruitment

	QUALIFICATIONS / TRAINING

Education to degree level or equivalent

CIPS Diploma qualification or equivalent relevant experience

People management qualification / training


	E

E

E



	KNOWLEDGE / SKILLS

Extensive and thorough background within Procurement with practical knowledge and experience of tendering process and contract management gained within 

the Public sector

the Private sector

Detailed understanding and ability to apply EU Public Procurement Legislations

Ability to analyse, interpret, evaluate and disseminate complex data

Ability to investigate and resolve highly complex procurement issues

Strong self-motivation, personal drive to achieve

Advanced negotiations and skills

Advanced influencing and engagement skills

Ability to multi-task, prioritise effectively and deliver on multiple objectives sometimes within a short timeframe

Staff motivation, leadership skills, ability to monitor performance of team members in an empowered environment, mentoring and addressing performance related issues when required 

Planning and organisational skills for self and team members

Able to handle difficult, conflicting situations

Excellent communication skills, written/verbal, and relationship building skills

Proven influencing skills

IT literate, conversant with Microsoft Office package and ability to learn customised software promptly

Proactive and innovative problem solving skills

High level of attention to detail 


	D

D

E

E

E

E

E

E

E

E

E

E

E

E

E

E

E

	EXPERIENCE
Experience in a Senior Management Role within a Procurement / Commercial environment, with demonstrated evidence of cash releasing savings and added value to the procurement process

Proven experience of change management, lean principle and ability to implement change successfully 

Experience and comprehensive knowledge of contract management

Experienced in managing performance issues when required

Experience in inventory management, logistics and supply chain management


	E

E

E

E

E



	PERSONAL ATTRIBUTES
Strong self-motivation and personal drive to achieve and deliver on objectives

Ability to cope with multiple sometime conflicting deadlines 

Ability to cope under pressure

Excellent communication and interpersonal skills

Excellent listening and interpreting skills

Customer focused, with the ability to exert influence over 

customers and challenge the status quo.

Flexible and leading by example

Team player

Confident and able to handle difficult situations


	E

E

E

E

E

E

E

E

E

	OTHER REQUIREMENTS

Current driving licence with access to own transport

Supporting employee health and well-being **

	E

E


* Essential/Desirable
** Applicable to Line Managers Only
	HAZARDS IDENTIFIED (tick as appropriate):

	Laboratory specimens

Proteinacious Dusts
	
	Clinical contact with 

patients
	On occasion, e.g.in theatres
	Performing Exposure

Prone Invasive Procedures
	

	Blood / Body Fluids
	
	Dusty environment
	
	VDU use
	x

	Radiation
	
	Challenging Behaviour
	x
	Manual handling
	x

	Solvents
	
	Driving
	
	Noise
	

	Respiratory Sensitisers
	
	Food handling
	
	Working in isolation
	


