WEST YORKSHIRE FIRE & RESCUE SERVICE

JOB DESCRIPTION

	POST TITLE: 
	Procurement Assistant


	GRADE:
	5 


	RESPONSIBLE TO:
	Head of Procurement

	
	

	PURPOSE OF POST: 
	To take responsibility for and provide significant administrative support to the Procurement Team and its customers.

To advise on efficient sourcing and procurement of goods and service, increasing compliance with internal regulations and legislative requirements. 

To take ownership for the day-to-day administrative requirements associated with a wide range of procurement activity including stakeholder management.



ORG CHART








MAIN DUTIES AND RESPONSIBILITIES OF THE ROLE

1. Remain alert to the reputational damage that can be experienced by the Authority in the event of breaches of Procurement Regulations and procedures, maintaining the necessary relevant records and systems to ensure transparency and a clear audit trail of procurement activity.

2. Administrative support across the full range of procurement activities including meetings (arranging and minute taking), benchmarking, market intelligence, drafting contract specifications and other commercial support as required.

3. Assist the Procurement Team with spend analysis to develop category plans for how the Authority spends money with suppliers.

4. Supporting the end-to-end tendering process in the E-procurement system, ensuring procurement opportunities, clarifications, responses, correspondence and award of contracts are compliant with regulations. 
5. Assist with evaluation of quotation and tender responses received, providing compliant feedback to unsuccessful bidders and arranging for contract signature.

6. Creating and archiving projects, inviting suppliers to register in the E-Procurement system and timely provision of reports from the system for Management Team, Management Board and Finance and Resources Committee.

7. Operate and promote the use of electronic Purchase-to-Pay system including training, housekeeping, and reporting.

8. Housekeeping of procurement documentation, the Contracts Register, the Savings Log, the Compliance log, and Delivery Plan.

9. Undertake and monitor Credit checks / supplier monitoring within Creditsafe, including reports.

10. Regular checks that contracts and framework agreements remain valid before placing orders and updating of Purchase-to-Pay system with contract details.
11. Provide administrative support in respect of insurance provision including FRIC (Fire and Rescue Indemnity Company) renewals and data.

12. Maintain and update Microsoft (MS) Teams as a collaboration platform to support the work of the Procurement Team.
13. Review and update procurement templates in line with best practice and legislative requirements.
14. Undertake research as deemed necessary to compile appropriate information for the Procurement Team and its customers.
ORGANISATIONAL WIDE RESPONSBILITIES:
1. Adherence to the Core Code which sets out five ethical principles, based on the Seven Principles of Public Life.
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2. To Implement and promote the Authority’s:

a) Health and Safety policies.
b) Equality and Diversity policies.
c) Information Security Management System policies.
d) Safeguarding policies.
e) Business continuity policy and contingency arrangements. 
f) Policies related to General Data Protection Regulation and Data Protection Act 2018.
g) Commitment to maintaining our Customer Service expectations.
SKILLS AND EXPERIENCE REQUIREMENTS FOR THIS ROLE. 
	 
	Experience.
	Essential/ Desirable.
	Where identified.

	1.
	General experience of sourcing or buying a range of supplies and services.
	Desirable
	Application

& Selection Process

	2.
	Demonstrable workplace experience of working with Information Technology applications at an advanced user level - Microsoft Outlook, Word, Excel, PowerPoint, SharePoint, and Teams.
	Essential
	Application

& Selection Process & Test

	3.
	Demonstrable workplace experience in planning and prioritising workload and output, working independently and as a team player and working to tight deadlines.
	Essential
	Application

& Selection Process


 
	 
	Education and Training.
	Essential/ Desirable
	Where identified.

	4.
	Good English (written & verbal skills) and mathematical skills.

	Essential
	Application

& Selection Process

	5.
	GCSE Grade ‘C’ Maths and English or an equivalent level 2 numeracy and literacy qualification. 

Or 

Able to demonstrate an equivalent level of literacy and numeracy gained through life experience.
	Essential
	Application

 & Selection Process


 
	 
	Special Knowledge and Skills.
	Essential/ Desirable.
	Where identified.

	6.
	Demonstrate knowledge, understanding and capabilities of sourcing and buying to achieve value for money
	Essential
	Application

 & Selection Process

	7.
	Understanding of WYFRA Contract Procedure Rules and Financial Regulations.
	Desirable
	Application

& Selection Process

	8.
	Working knowledge of Professional Buying Organisations and associated Framework Agreements.
	Desirable
	Application

& Selection Process

	9.
	Exhibits and maintains personal and professional honesty and integrity at all times, with the ability to maintain confidentiality and use discretion, tact, and sensitivity as appropriate.
	Essential
	Application

& Selection Process

	10.
	Serves internal stakeholders efficiently and effectively to promote excellent customer support and service.
	Essential
	Application

& Selection Process

	11.
	Ensure that all communications with stakeholders, customers and suppliers are appropriate, prompt, timely and tailored accordingly.
	Essential
	Application

& Selection Process

	12.
	Develop effective relationships with other team members and internal customers and manage stakeholders.
	Essential
	Application

& Selection Process


	13.
	Demonstrate commitment to good data quality and attention to detail within all areas of work.
	Essential
	Selection Process Only

	14.
	Demonstrate an understanding of the importance of equality and diversity to WYFRS as an employer and service provider.

	Essential
	Selection Process Only
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