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	Department:

	Legal and Civic Services 

	Post number:

	PRCVSPO002

	Section:

	Facilities Management 

	Job title:

	Contracts and Procurement Officer  

	Grade:

	Grade 8


_____________________________________________________________________

Main Purpose of Job

Reporting to the Civic Services Manager, this post will be responsible for:

· Leading on, developing and overseeing the delivery of the Facilities Management Corporate contracts and procurement processes related to both Facilities Management and across all council departments. 

· Assisting with monitoring and reviewing departmental compliance with contracts and associated frameworks and making recommendations for improvement through the implementation of improvement plans. 

· Overseeing and monitoring allocated projects and contracts, to drive efficiency and ensure best value for money by developing a culture of continuous improvement in the delivery and review of managed contracts and internal processes ensuring both internal and external interfaces are managed effectively.

· Developing and maintaining effective relationships with the Facilities Management team, internal stakeholders, suppliers, contractors and customers and users of the contracts and services. 

· Leading in the management and monitoring of allocated projects to ensure effective and efficient completion to agreed standards, and to work with all stakeholders to meet and deliver corporate priorities. 

· Ensuring effective management and administration of the relevant project management support systems and process and the production of financial and performance related management information reports.

· Carrying out duties to agreed time, quality and budgetary targets as dictated by the Civic Services Manager. 
Summary of responsibilities and personal duties

1. Work closely with the Commercial and Procurement Services (CPS) Team to deliver the end-to-end tendering process and manage the contract lifecycle for assigned FM type contracts, including but not limited to:

· Considering lifecycle costs of the FM contracted services and develop associated sourcing strategies i.e. insourcing/outsourcing analysis, efficiency reviews and quality/performance reviews;
· Developing tender specifications, pricing models and key performance indicators (KPIs);
· Designing effective tender evaluation strategies to deliver value for money for BCC including chairing tender evaluations panels; and 
· Working closely with Facilities Management colleagues and other specialist council departments e.g. Legal Services, Digital Services and Finance to ensure tenders and contracts are awarded, implemented and managed effectively. 

2. Ensure the effective maintenance and improvement of contractor records and systems to corporate audit standards. 

3. Develop, operate and manage contract processes and procedures to ensure compliance with contract service level agreements. 

4. Monitor and supervise contractor performance against contract specification and KPIs also ensuring that council’s obligations under the contract are met.

5. [bookmark: _Hlk93054456]Monitor and analyse contract spend and quality performance indicators against agreed targets, escalating non-compliance as necessary. 

6. Identify issues and areas for improvement and efficiencies, escalating any issues and concerns where necessary to relevant Departmental Management Teams.  

7. Develop and maintain sound working relationships with contractors and relevant internal stakeholders to ensure efficient delivery of contracted service requirements.

8. Contribute to the resolution of contractual disputes and work towards establishing harmonious working relationships between all parties involved in contract delivery. 

9. Assist the Civic Services Manager in carrying out a strategic review of managed contracts, driving efficiencies and reducing expenditure by developing a culture of continuous improvement in the delivery and review of managed contracts and internal processes, ensuring both internal and external interfaces are managed effectively.

10. As required, assist in the development of relevant IT systems in line with the organisations Information Technology (IT) strategy and represent the department on any working group as required within their sphere of responsibility.

11. Improve contract management data availability and quality, to enable accurate reporting to the Civic Services Manager and Corporate Management Team (CMT) as necessary.

12. Assist with monitoring, management and reviewing contract use and expenditure across council departments, including compliance with relevant council policy, procedures and frameworks. 

13. Challenge contract uses and expenditure not in compliance with council policy, procedures and frameworks.

14. Establish relevant KPIs and dashboard metrics as monitoring controls for contract compliance and performance in consultation with Departmental Management Teams.

15. Monitor and identify instances of off-contract spend and consider strategic solutions to limit such activities.

16. Carry out customer surveys and quality monitoring and the collation and presentation of statistics and conclusions.

17. Support departmental management in the monitoring and control of contract expenditure in line with agreed budgets.

18. Identify areas for procedural and efficiency improvements, facilitating the development of improvement plans where required. 

19. Escalate issues, concerns and non-compliance, as necessary, to departmental manger. 

20. Actively contribute to the Civic Services Team and represent the Civic Services Manager at meetings as required.

21. Assist in the on-going monitoring, management of relevant budgets in liaison with the Civic Services Manager, within the postholder’s sphere of responsibility.

22. Responsible for the maintenance and production of accurate and timely information for council use or statutory or other returns, FOIs, data access requests, etc as required.

23. Identify training and development needs and co-ordinate the implementation of agreed training programmes and development activities to ensure staff are fully acquainted with procedures for all systems within the relevant service.

24. Ensure all policy development, consultations and frameworks comply with the council’s statutory duties under Section 75 of the Northern Ireland Act 1998 and other applicable legislation and the council’s Equality Scheme. 

25. Assist with the preparation and presentation of reports to the relevant council, committees, board, project teams, chief officers and other relevant bodies as required.

26. Motivate and manage any staff that may be assigned to the post holder to ensure effective service delivery and to be responsible for reviewing and implementing a proper staff training and development programme. 

27. Participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management policies and procedures, as appropriate, including, absence management, disciplinary and grievance procedure.

28. Participate as directed in the council’s recruitment and selection procedures.

29. Act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation.

30. Undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

31. Undertake such other relevant duties as may from time to time be required.


This job description has been written at a time of significant organisational and structural change and it will be subject to review and amendment as the demands of the role and the organisation evolve.  Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job descriptions but which are commensurate with the role.
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Essential criteria

Applicants must, as at the closing date for receipt of application forms, either: 

· [bookmark: _Hlk93668260][bookmark: _Hlk93654005]have a third level qualification in a relevant subject, such as contract management, procurement and supply, business studies or equivalent qualification and be able to demonstrate on the application form, by providing personal and specific examples, that they have at least one year’s relevant experience gained in the following three areas;  
or 
· be able to demonstrate on the application form, by providing personal and specific examples, that they have at least two years’ relevant experience gained in the following three areas:

a) supporting the end-to-end procurement cycle from tender initiation to the awarding of contracts and the effective management and review of the contracts thereafter;
b) dealing effectively with a range of contractors including the regular management and monitoring of contractor compliance and performance issues; and
c) establishing performance indicators to monitor performance with a view to driving efficiencies and reducing expenditure and using contract management data to analyse and report on compliance and performance issues.
 

Desirable criteria

In addition to the above qualifications and, or experience, Belfast City Council reserves the right to shortlist only those applicants who, as at the closing date for receipt of applications: 
· in the first instance, either have a third level qualification in a relevant subject, such as contract management, procurement and supply, business studies or equivalent qualification and are able to demonstrate, by providing personal and specific examples on the application form, at least two years’ relevant experience in each of the aforementioned areas a) to c) or can demonstrate on the application form, by providing personal and specific examples, at least three years’ relevant experience in each of the aforementioned areas a) to c); and
· in the second instance, possess full, current membership of a relevant professional institution e.g. the Chartered Institute of Procurement and Supply (CIPS) or similar.

Special skills and attributes

Applicants must possess evidence of the following skills and attributes which may be tested at interview:

Analysis, problem solving and decision-making skills: the ability to analyse data, identify trends, arrive at practical solutions, make realistic recommendations, take operational decisions and provide advice and guidance on relevant contractual matters.

Technical knowledge: a working knowledge of the appropriate contract documentation and the management and procurement of consultants and contractors in full compliance with applicable statutory obligations and requirements, along with an understanding of legal and contractual management issues and associated human resources employment legislation and best practice.

Communication and influencing skills: the ability to communicate effectively and persuasively at all levels within the organisation and externally, including the ability to write clear analytical reports and make convincing presentations.

Partnership working skills: the ability to forge, establish and maintain good working relationships and work in partnership with a wide range of internal stakeholders, external contractors and business services to develop and deliver a shared agenda, ensuring effective corporate oversight and reporting at all times.

Information technology skills: the ability to develop and make effective use of information technology to increase business efficiency, drive efficiencies and ensure value for money with corporate contracts.

Performance management skills: the ability to establish and maintain a commercial, performance related culture between contractors and the organisation using objectives, metrics, targets, KPIs, performance measures, benchmarking and the interpretation of best practice to ensure effective delivery of contracts.   

Project management skills: the ability to initiate, develop, manage and monitor large projects including the setting of objectives, timelines, targets and performance evaluation measures.

Finance and resource management skills: the ability to monitor budgets and expenditure plans, to identify and seek explanation for variances within approved parameters, with an awareness of financial administration and probity requirements.

Political sensitivity skills: an awareness of areas of interest for Elected Members with the need to enhance and protect the image of the council and profile of the council at all times.

Customer care skills: the ability to respond appropriately to the needs of managers, contractors and staff with flexibility, tact and sensitivity when dealing with confidential and sensitive matters and the ability to influence and persuade management when providing advice and guidance.
______________________________________________________________________________
Contracts and Procurement Officer
