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	Job Title
	Category Manager 
	Directorate
	Digital, Customer & Commercial Services 

	
	
	
	

	Post Number
	FIN127
	Division
	Procurement

	
	
	
	

	Grade
	9
	Salary
	£37,938 - £40,476
	Section
	

	
	
	
	



	Reports To
	Procurement Business Partner




	Purpose of the Job

	

	To deliver Procurement operations and activity (tenders, mini-competitions via Frameworks, etc.) for Directorates and schools.

Supporting the delivery of savings and efficiencies (both cashable and non-cashable). Ensuring that all contracts awarded are recorded on the Contract Register and that a digital version of the contract is stored electronically.

Supporting the delivery of the Forward Procurement Plan.

Ensuring that all procurement activity has a Procurement Plan and delivers best value for the residents of the Dudley borough.

Learning and supporting the delivery of innovative procurement procedures.





	Specific Accountabilities

	

	1. To support the delivery of Procurement Operations for Directorates.
2. To understand the departmental and corporate procurement team KPI’s, service level objectives, managing own performance, supporting continuous improvement of the service, and delivering and monitoring customer satisfaction.
3. To understand the procurement strategy and ensure contracts are procured and delivered within available resources, and within the timescales. 
4. To work with the Head of Procurement and Procurement Business Partners to advise on the most appropriate procurement strategy for specific contracts and the development of appropriate contract documentation.
5. To understand national procurement frameworks and consider their suitability to deliver best value. 
6. Develop own professional skills, practice continous professional development.
7. Ensure compliance with Council and national procurement regulations and directives (as relevant), providing training and support to other Council Officers.    
8. Support the management and maintenance of the Council’s suite of procurement templates so that they remain current.
9. Use of the Council’s e-procurement system to deliver procurement activity. Support other Council Officers to use the system. 
10. Support the work of the Council to increase spend with Small, Micro and Medium enterprises particularly those in Midlands where possible, enabling and developing them to have appropriate access to the Council’s procurement information.
11. Maintain confidentiality of all procurement activity especially with confidential and contentious reports concerning employees, potential and contractors to the Council. 
12. Support the delivery and monitoring of Social Value.
13. Ensure that appropriate governance workflows are complied with.
14. Support the Councils approach to Contract Management.
15. To undertake Reviews following contract award to inform future procurement, performance management statistics, monitoring compliance, assessing value for money and project outcomes achieved.
16. To support the Councils responsibilities for transparency. 
17. Support the maintenance of Procurement on internal and externally facing websites.
18. Under the guidance of the Head of Procurement and the Procurement Business Partners, plan, negotiate and agree extensions, cost reductions, variations and annual price adjustments for contracts and keep records of such updates.
19. To maintain a thorough and up-to-date knowledge of procurement legislation and best practice necessary for the performance of the Post holder, the team and wider Council to ensure corporate policies and procedures are adhered to. 
20. To advise members of the public, contractors, developers, statutory bodies, Council, Directorates, Councillors and other interested parties in matters relating to the procurement of works, services and supplies to the Council.
21. To support income generation to supplement the Council’s procurement service by promoting use of Dudley Contracts to external public bodies and internal departments, including concession contracts.






	Key Accountabilities
· To be accountable for and promote equality, diversity and community cohesion to meet Council, Directorate and Service objectives.  All employees have a responsibility not only for their own behaviour, but also for others regarding equality of opportunity.  Any incident must be reported.
· To participate in a Performance Review and Development meeting and undertake a plan of training where necessary.  Develop his/her own skills and expertise in a professional manner.
· In addition to all the responsibilities listed above, all employees must be flexible in their approach and undertake other duties that are commensurate with post holder’s level, wherever they may be, to achieve the objectives of the Directorate.
· To represent the Council and Directorate in a professional manner meeting the Corporate and Directorate aims.  To comply with Directorate and Corporate policies.
· To comply with the council’s financial regulation and standing orders
· To actively promote Dudley’s commitment to safeguarding and promoting the welfare of children, young people and vulnerable adults at a level appropriate to this group.
· Employees must comply with health and safety legislation and will be required to comply with the Council’s Health and Safety Policies. All employees must ensure that they take reasonable care of their own health and safety as well as the health and safety of any person that is affected by their actions. 
· To be responsible for adhering to legislative requirements and Council Policies and Procedures including, but not exclusively Health & Safety, Data Protection, Information Security, Freedom of Information and Internet/Email use.


	
	

	Special Conditions
	Driving Licence will be subject to checking with the DVLA.  It is a council requirement to have Business Use Car Insurance and a valid MOT certificate (For cars over 3 years old)  

	
	

	Car Allowance
	Mileage

	
	

	Prepared By
(Section/Mgr)
	Tim Robbins
Head of Procurement

	
	

	Review Date 
	January 2025
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