REF: SS088

Portsmouth Hospitals University NHS Trust
 JOB DESCRIPTION 

	Job Group: Admin & Clerical
	FOR OFFICE USE ONLY

	Job Title: Assistant Category Specialist
	Position No: 012

	Directorate/ CSC: Corporate Functions                           
	Approved Matching Classification            

	Existing Grade: Band 4 – Salary scale £25,147 - £27,596
	 Job Analysis    
         

	Unit: NHS South of England Procurement Services
	Job Evaluation          


	Base Location: Manor Court
	Band code:

	Reports to: Category Specialist
	

	Accountable to: Head of Procurement                      
	Entered By:

	Interview dates during W/C Moday 5th February 2024
	

	Job Purpose 
1. Support the Procurement Specialists in the purchase of goods and assist in the delivery of a portfolio of low to medium value contracts and create new methods of evaluating tender returns to maximise cash releasing benefits.
2. 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 to promote this service to all users.
3. To assist the procurement management in undertaking procurement activities on low to medium value contracts.

	Key Dimension
a. Capital and Revenue Budgets – Ensuring all Trust non Pay \ Agency expenditure is commercially evaluated (200M)
b. Staff Numbers –  None
c. Other Statistics –  Circa 50 new and support on ongoing contract reviews and renewals per annum



ORGANISATIONAL CHART

[image: ]
	Trust Organisational Expectations
The post holder will:
1. Proactively and positively contribute to the successful overall performance of the Trust. 
2. Deliver excellent levels of customer service to all patients/visitors and staff at the Trust.
3. Act as an advocate for the Trust & its contribution to the Health Service arena through creating and maintaining effective partnerships and relationships with staff, patients and the general public.
4. Develop and support the Trust culture of collaborative, flexible cross-team working and commitment to delivering quality services and outcomes, which maintain the Governments policies on public health.
5. Work with sensitivity and an understanding of the issues facing those working to deliver health services to the UK population.
6. Comply with corporate governance structure in keeping with the principles and standards set out by the Trust.  
7. Develop effective ways of working and create strong partnerships and relationships with all stakeholders to support the implementation of the Government’s policies on Health.
8. If 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
9. In compliance with the Trust's practices and procedures associated with the control of infection, you are required to:
1. [image: ]Adhere to Trust Infection Control Policies assuring compliance with all defined infection control standards at all times. 
1. Protect patients, staff and visitors from infection by performing hand hygiene when entering or leaving clinical areas and after each contact with a patient or patient’s equipment. 




	Shared Core Functions
1. Provide a high quality service and oversee comprehensive procurement support for a function, programme or project.
2. Deliver discrete procurement work to the specification of the Department/Section, on-time and within budget.
3. Liaison with other senior personnel and their support personnel for close co-ordination of diverse aspect of work. 
4. Support team members to deliver on their functionally relevant objectives through offering advice, guidance and support as appropriate.
5. Work with those you support to develop a collaborative working partnership, which positively contributes to their overall efficiency & role performance.
6. Proactively identify additional support services which would increase the efficiency of those you support and instigate these activities in agreement with your executive / team.
7. Maintain and improve your knowledge & understanding of the health service arena; including health systems, policy support and current issues, which significantly contributes to the Trusts, stated objectives and aims.
8. Increase the level of guidance knowledge & skills within the Trust through documenting key learning’s and supporting others to develop their abilities.
9. Dissemination of knowledge through engagement in writing and/or typing reports, data capture and other procurement documentation and reviewing, taking full responsibility for technical accuracy and reliability and being sensitive to the wider implications of that dissemination.
10. Proactively and positively contribute to the achievement of deliverables through individual and team effort. Manage the production of the required deliverables and control risks.



	11. Establish and maintain strategic links with a range of external partners/stakeholders or manage the links made through the team. Engage with external partners/stakeholders to gain necessary level of contribution and commitment to the successful delivery of your work.




	Specific Core Functions
1. Develop skills to be able to provide specialist procurement knowledge across a broad spectrum of commodity areas.
2. 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.
3. 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.
4. Work closely with user departments to ensure they produce complete, accurate and relevant specifications for goods and services. Provide commercial/contractual advice and guidance to users of the ProcurementService.
5. Attend tender adjudication meetings acting as secretary as required and complete any actions following, as agreed with the Category Specialist or Category Manager.
6. 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.
7. Work with the Senior Category Specialists and/or the Category Manager in developing new areas for contracting and work with Clinical areas to successfully implement changes, clinical trials and research and development activities.
8. As part of the tender process, research commodities and markets through trials and questionnaires. Prepare and analyse evaluation sheets.
9. Follow and implement departmental policies and procedures, impacting across the Trust.
10. Be involved in tender and negotiation exercises in line with purchasing legislation and Trust Standing Orders and Financial Instructions for all revenue and capital projects.
11. Use  Excel to create  spread sheets and be responsible for the output and ongoing maintenance.
12. Maintain Work plan and Database to ensure it is always up to date and effective reports are available as and when required.
13. Participate in the training and development offered within the department and externally to enable professional development and contribute to overall objectives of the department.
14. Be aware and compare national framework agreements to maximise value for money.
15. To liaise with other Trusts in order to produce benchmarking data, to maximise savings.
16. Assist when necessary in assignments or duties allocated by the appropriate management staff.
17. An advocate for sustainable procurement. 

Additional Information
18. The work pattern is unpredictable due to the requirement to respond to urgent requests from Trust Managers and Suppliers.
19. A substantial proportion of the working day is spent using a computer which requires prolonged periods of concentration.

Communications and Working Relationships
19.	Communications will involve complex information where persuasive, negotiating skills are required and will be:
· Face to face and by telephone
· Microsoft Teams 
· Within formal and informal meetings
· Written, letters, memorandum, e-mail, and reports
· Through presentations to internal colleagues
20. Staff Groups will include:
· Divisions\ Business Managers
· Non Clinical /Clinical and Associate Directors and other Clinicians
· Executive and Non-Executive Directors





	21. External:
· Other NHS organisations
· Framework Providers 
· Suppliers




	Other
Job Holders are required to:
1. 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.
2. Always keep requirements in mind and seek out to improve, including achieving customer service performance targets.
3. Adhere to Trust policies and procedures, e.g. Health and Safety at Work, Equal Opportunities, and No Smoking.	
4. Act in such a way that at all times the health and well being of children and vulnerable adults is safeguarded. Familiarisation with and adherence to the Safeguarding Policies of the Trust is an essential requirement for all employees. In addition all staff are expected to complete essential/mandatory training in this area.
5. 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 the requirements of the Data Protection Act 1998.
This job description does not purport to cover all aspects of the job holder’s duties but is intended to be indicative of the main areas of responsibility





	Job Description Agreement

Job Holders name: …………………………………………………………………….
(print)


Job Holders signature: …………………………………………………   Date: ………………


Head of Department


Name: …………………………………………………………


Signature:……………………………………   Date: ………………………………………..


Title: Director of Procurement




























	CRITERIA
	How criteria will be assessed:
Application
Interview
Assessment
Reference

	Qualifications

Essential
	

	· 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 Purchasing & Supply (CIPs) or equivalent
· Willingness to develop self in to a full Category/Procurement Specialist role over time
· Appreciation and understanding of the term “whole life costing”

	Application / Interview



	[bookmark: _Hlk149558734]Experience

Essential 
· Experience of persuading and influencing others to lead change
· Experience of a customer service environment 

	
Application / Interview


	
Desirable
 
· Experience of negotiating prices or conditions  of contract
· Experience of working within the public sector
· Experience of public or major corporation procurement
· Experience of competitive quotations
· Procurement knowledge

Skills and Knowledge

Essential 
· Competent with Word, Excel and Access
· Good Communication: written & oral at senior manager level
· Interpersonal, able to work as part of a large team
· Able to use initiative and work independently
· Well organised, able to prioritise workload

PERSONAL QUALITIES

Ability to:
· Clearly manage priorities in order to meet specific deadlines
· Express ideas clearly both orally and in writing and listen actively
· Create, develop and maintain working relationships with finance and Trust managers to achieve corporate and team objectives

	
Application / Interview











Application / Interview


	
	

	Quality of Care (Trust Value)

	

	· Demonstrate an understanding of the importance of quality of care
· Accountable
	Application / Interview


	
	

	Respect and Dignity (Trust Value)

	

	· Respects the privacy and dignity of individuals
· Demonstrate an understanding of equal opportunities
	Application / Interview


	
	

	Working together (Trust Value)

	

	· Ability to work efficiently, effectively and professionally in a multidisciplinary team
·  Demonstrate that you value everyone’s contribution
	Application / Interview


	
	

	Efficiency (Trust Value)

	

	· Understanding and experience of improving efficiency and reducing waste 
· Demonstrate that you will be open to improving everything you do
	Application / Interview
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