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SINGLE CORPORATE SERVICES

Procurement and Supply Chain

	Job title: 
	Assistant Procurement Specialist
	To be completed by HR 

Job Reference Number  

	Reporting to: 
	Deputy Head of Procurement
	

	Accountable to: 
	Head of Procurement
	

	Pay Band: 
	4
	


[bookmark: _Hlk169774405]As part of the Single Corporate Service, the role provides a service across both Isle of Wight NHS Trust and Portsmouth Hospitals University NHS Trust. 
As the single corporate service will be delivered across both organisations, individuals may be required to undertake business travel between sites.  The frequency and arrangements will be discussed on an individual basis and the staff mobility local agreement will apply. 
For our leaders managing staff across multi-site locations, they will need to be visible and provide in person leadership. The arrangements and frequency will be agreed locally. 
Job purpose 
· Support the Procurement Specialists in the purchase of goods/services and assist in the delivery of a portfolio of low-to- medium value contracts to maximise cash release benefits.
· To support the delivery of an efficient and effective purchasing and contracting service to meet customer requirements, ensuring the best value for all organisations served and promoting this service to all users.
· To assist the Procurement management in undertaking Procurement activities on low to medium value contracts.
Organisational Chart

Specific Core Functions
· Develop skills to be able to assist in providing Procurement knowledge across a broad spectrum of commodity areas.
· Take responsibility for the purchase of goods & services by assisting in the delivery of a portfolio of low to medium value contracts and assist in creating new methods of evaluating tender returns to maximise cash releasing benefits.
· Assist with producing advertisements, complete tender, and contract documentation for an agreed portfolio of contracts. Support Negotiations with suppliers and user departments to ensure optimum value for money.
· Work closely with user departments to ensure they produce complete, accurate and relevant specifications for goods and services. 
· Provide limited commercial/contractual advice and guidance to stakeholders. 
· Attend tender adjudication meetings acting as secretary as required and complete any actions following, as agreed with the Procurement Specialists etc.
· Take an active role in the development and delivery of the annual Procurement work plan and provide any statistics or information required for the work plan.
· Work with the Senior Specialists and/or the Procurement Manager in developing new areas for contracting and work with the departments, to successfully implement changes, clinical trials (where applicable) and research and development activities.
· As part of the tender process, research commodities and markets through trials and questionnaires. Prepare and analyse evaluation sheets.
· Follow departmental policies and procedures, impacting across the Trust.
· Be involved in tender and negotiation exercises in line with Procurement legislation and Trust SFI’s for all revenue and capital projects.
· Use Excel to create spread sheets and be responsible for the output and ongoing maintenance.
· Maintain Work plan and Database to ensure it is always up to date and effective reports are available as and when required.
· Participate in the training and development offered within the department and externally to enable professional development and contribute to overall objectives of the department.
· Be aware and compare national framework agreements to maximise value for money.
· To liaise with other Trusts in order to produce benchmarking data, to maximise savings.








Significant Working Relationships

Communication and Working Relationships
· Communications will involve complex information where persuasive, negotiating skills are required. 

Analytical and Judgement 
· Judgements involving complex facts or situations, which require the analysis, interpretation, and comparison of a range of options. 

Planning and organising 
· The post holder organises own day-to-day work tasks or activities. 

Physical Skills
· The post has minimal demand for work related physical skills. 

Patient Client Care 
· Keeping patients interests at the forefront of everything we do.

Policy and Service Development 
·  The post holder is responsible for following policies & procedures for own work area.

Financial Management 
· The post holder will observe a personal duty of care in relation to equipment and resources used in the course of their work. 

Management/Leadership
· Assist in the training of all new employees and demonstrate all working procedures.


Freedom to Act 
· Understanding of a range of routine work procedures which would require a combination of on-the-job training and a period of induction.

Physical effort 
· A combination of sitting, standing and walking with little requirement for physical effort. There may be a requirement to exert light physical effort for short periods.
Mental effort 
· The work pattern is unpredictable due to the requirement to respond to urgent requests from Trust Managers and Suppliers.
· A substantial proportion of the working day is spent using a computer which requires prolonged periods of concentration.
Emotional Effort
· Exposure to distressing or emotional circumstances is rare
.
Working conditions
· Exposure to unpleasant working conditions or hazards is rare. 






Person Specification 

	Criteria
	Essential
	Desirable
	
How criteria will be assessed


	Qualifications


 
	Good general standard of education including Mathematics and English Language to NVQ 4 or relevant equivalent. 
Must be prepared to work towards the completion of the Chartered Institute of Procurement & Supply (CIPs) or equivalent.

	
	

	Experience 


	Experience persuading and influencing others within a Procurement environment.
Experience of a customer service and engagement environment
	Willingness to develop self into a full Procurement Specialist role over time.

Appreciation and understanding of the term “whole life costing.”

Experience of competitive quotations and tenders
Experience of working within the public sector
 Experience with the Atamis platform.
	

	
Knowledge 




	A good understanding of Procurement knowledge.

Competent with the Microsoft Office package.
Good Communication skills: written & oral to explain processes, offer advice and influence decision making.
Forward thinking with good project management skills
Interpersonal, able to work as part of a large team.
Able to use initiative and work independently.
Well organised & able to prioritise workload to meet specific deadlines.
Create, develop, and maintain working relationships with all clients to achieve corporate and team objectives

	Knowledge of Digital or Information Management & Technology requirements
	



Compliance statement to expected organisational standards. 

To comply with all Trust Policies and Procedure, with regard to 
•	Risk Management
·        Sustainability Green Plan
•	Health and Safety 
•	Confidentiality                      
•	Data Quality 
•	Freedom of Information        
•	Equality Diversity and Inclusion
•	Promoting Dignity at Work by raising concerns about bullying and harassment
•	Information and Security Management and Information Governance
•	Counter Fraud and Bribery
The Trust has designated the prevention and control of healthcare associated infection (HCAI) as a core patient safety issue.  As part of the duty of care to patients, all staff are expected to:
 
· Understand duty to adhere to policies and protocols applicable to infection prevention and control.
· All staff should be aware of the Trust’s Infection Control policies and other key clinical policies relevant to their work and how to access them.
· All staff will be expected to attend prevention and infection control training, teaching and updates (induction and mandatory teacher) as appropriate for their area of work and be able to provide evidence of this at appraisal.
· To perform your duties to the highest standard regarding effective and efficient use of resources, maintaining quality and contributing to improvements.
· Your behaviour will demonstrate the values and vision of the Trust by showing you care for others, that you act professionally as part of a team and that you will continually seek to innovate and improve.  Our vision, values and behaviours have been designed to ensure that everyone is clear about expected behaviours and desired ways of working in addition to the professional and clinical requirements of their roles.
· Ensure that you maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities and encourage and support staff development and training.
· Respect the confidentiality of all matters that they may learn relating to their employment and other members of staff.  All staff are expected to respect conform to the requirements of the Data Protection Act 2018 including the responsibility to ensure that personal data is accurate and kept up to date. your employment is to a post that requires you to be registered with a professional body, the continuation of your employment is conditional upon you continuing to be registered with the appropriate professional body. The Trust will require evidence of current registration.
· Proactively, meaningfully, and consistently demonstrate the Trust Values in your everyday practice, decision making and interactions with patients and colleagues.
· Perform any other duties that may be required from time to time.
 
This job description may be altered, from time to time, to meet changing needs of the service, and will be reviewed in consultation with the post holder.
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