	NI INTERCHANGE SCHEME
	I/C 20/22
HOSTING PROFORMA
Newry, Mourne and Down District Council






    Name of Host  
    Organisation

1.  Interchange Manager’s details
Catrina Miskelly	

             Name

     Organisation/Human Resources

        Department
Downshire Civic Centre
Downshire Estate, Ardglass Road
Downpatrick BT30 6GQ



              Address
       




         Telephone                                               Fax number0330 137 4025



             Number
               recruitment@nmandd.org 


               E-mail


Type of OpportunitySecondment to the post of Procurement Manager
Temporary for 6 months with possible extension (subject to the agreement of all parties).







2.  Details of hosting opportunity

      Description of opportunity

	Newry, Mourne and Down District Council the third largest Council in Northern Ireland, it is strategically located on the important eastern A1/M1 economic corridor and is an attractive area for business investment, both local and international. 

The post holder will report to the Assistant Director (Finance), with reporting lines to the Council Committees. The Procurement Unit of Council provides a procurement service to the whole Council in respect of a wide range of supplies and services through open, transparent, and legally compliant contracts ensuring best value for money. The types of supplies and services that are procured in the Council are wide and varied.

The role is a 6 month secondment to assist in the delivery of a high quality procurement strategy, programme and contract management service to the Council in accordance with relevant procurement requirements and legislation.


             

      Main objectives of the opportunity

	1. Develop, implement and review the Council’s procurement strategy and associated policies and procedures, to take account of current and emerging regional, national and European procurement best practice. 
2. Establish and manage an effective and efficient procurement team. 
3. Support the procurement of any strategic partnering/and or collaboration framework agreements and develop any subsequent contact arrangements derived from such agreements 
4. Achieve continuous improvement of procurement by developing high level procurement skills, consultancy support and best practice across the Council. 
5. Develop performance indicators for procurement and monitor performance against agreed targets to ensure the timely production of reports and statistical information. 
6. Deliver business process improvements through the identification and development of opportunities where efficiency gains can be achieved through the procurement process.
7. Provide a comprehensive Procurement service, including Capital and other works, Goods, Services and Supplies from low value purchases to highest value EU tenders, which meets the needs of the Council, regulatory authorities and statutory agencies. 
8. Lead, promote and modernise Procurement across the Council and independent trading units operated by or responsible to the Council, within the stringent constraints of the EU and UK directives. 
9. Lead, train and support Council and staff at all levels regarding all aspects of Procurement, including contractual and Procurement compliance against EU and UK Directives 
10. Analyse business cases and project plans; identify potential risks within the procurement cycle; advise on how to minimise the exposure and risk, to Council, elected members, senior officers and others. Act as an arbitrator where contractual or other issues have or may occur and undertake termination of contracts within legal constraints 
11. Attend Council and Committee meetings, as required and represent the Council in areas of responsibility. 


12. Monitor and prepare Capital and Revenue budget for Procurement and Stores Department. 
13. Contribute to the corporate management of the service and Council through the maintenance of partnership with senior officers, project teams and consultative groups as necessary. 
14. Keep abreast of all changes and amendments to relevant legislation and allied legislation, making recommendations as appropriate to the Head of Finance and implementing and reviewing same as required. 
15. Monitor, review and update Procurement and Stores policies and regulations in line with best practice and changes to legislation. 
16. Monitor, evaluate and make recommendations regarding Procurement and Stores systems, software and procedures to ensure such systems meet end-user needs. 
17. Support and advise departments in the compilation and presentation of Procurement and Logistics data in publications, reports and statutory performance indicators, ensuring that it meets appropriate legislation and the needs of the Council. 
18. Collate and compile information for statutory and other returns as required. 
19. Contribute to the effective preparation and delivery of the business plan for the department and any quality initiatives as may be required. 
20. Undertake project management projects for the Procurement and Logistics departments, as required. 
21. Research and identify market trends for example, local and central government market places, economic operators etc, advising, developing and actively managing same. 
22. Investigate and document queries or complaints both internally and externally from suppliers, agents or customers in respect to or affecting the Procurement and/or the Logistic processes, contractual issues or potential breaches. 
23. Deputise for the Assistant Director of Finance within the area of responsibility. 
24. Support procurement exercises where necessary assist with writing tenders, obtaining legal advice, sitting on procurement panels and moderating assessment decisions. 









3.  Skills requirements
       
       What qualities, skills and experience is required from the individual

	1. Have a minimum of a Level 6* qualification for e.g. University degree 
AND
At least 2 years’ experience in purchasing unit/department.

OR

Have a minimum of a Level 5* qualification for e.g. HND 
AND
At least 3 years’ experience in purchasing unit/department.

2. Experience of purchasing for the public sector or supervision and management of purchasing contracts with the public sector.

3. Experience of managing high budget and complex tenders.

4. Experience in producing reports for management.

5. Extensive knowledge and understanding of Procurement regulations and Contract Law and audit requirements for public bodies.

6. Able to demonstrate competence in use of Microsoft Office applications including Word, Excel, databases and able to manage email.

7. Hold a full current driving licence and access to transport, or access to transport to meet the requirements of the post.

8. Ability to work outside of normal office hours, including evenings, weekends and public/bank holidays


* See below link for equivalent qualifications guide in line with the Qualifications and Credit Framework (QCF: https://www.accreditedqualifications.org.uk/qualifications-and-credit-framework-qcf.html




4.  Personnel: Please state below

         Who will the individual report to? 
	
Assistant Director: Finance



         Who will be the individual’s line manager and/or reporting officer?
	
Assistant Director: Finance




5.  Transfer of learning
     Please give details of how the Opportunity will benefit your organisation, the 
     individual and their organisation. 

	Individual 
This opportunity will give the postholder to develop experience in leading, developing and co-ordinating the strategic procurement needs of the Council.

Parent Organisation:
This opportunity will enrich the post holder’s experience and develop their abilities in a broad range of areas.

Host Organisation:
Newry, Mourne and Down District Council will benefit from different perspectives and experiences brought by an individual from another organisation.





6.  Logistics
Please provide details of the likely start date, duration, location, form of transport required, resources (i.e.; desk, PC, etc.) and funding arrangements for the opportunity.

	Start Date: As soon as possible

Duration: Temporary for 6 months with possible extension (subject to the agreement of all parties).

Location: Based in Newry the post holder will work across the Council District of Newry, Mourne and Down District Council.

Transport: The successful candidate must hold a full current driving licence and access to transport to meet the requirements of the post.

Salary: PO5(SCP 38-41), currently £41,1881- £44,863 gross per annum

Funding: Newry, Mourne and Down District Council will pay the total salary and associated costs to the home department/organisation on a full cost recovery basis.

Further information:  n/a

Closing Date:  Fully authorised Applications must be submitted by  to:  interchangesecretariat@finance-ni.gov.uk 






[bookmark: _GoBack]
7.  Endorsement

     Interchange Manager

	[image: ]


Signed:







	23 February 2022


Date:		
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Combhairle Ceantair

Ag freastal ar an Dun an Iair, Mhurn agus an Duin
agus Ard Mhacha Theas

Serving Down Ner'y, Mourne and Down
and South Armagh ‘ District Council

Procurement Manager
Job Description

Job Description Number COS 06-17 (39)

Grade/Salary PO5 (SCP 44-47)

Reports to Assistant Director of Finance

Base Location Based in Council offices in Newry or Downpatrick this

post will work across the Council District of Newry,
Mourne and Down District Council.

Car user Casual
Access NI Check Basic/Enhanced
Rehabilitation of Offenders Excepted/Non Excepted/Non Regulated etc
Directorate / Section Corporate Services / Finance
Responsible For Function(s)

° Procurement

° Stores
Date of Job Description June 2017

In light of the on-going Reform of Local Government and the establishment of the new Newry,
Mourne and Down District Council, it is expected that role will evolve and transform with on-
going changes. The post holder will therefore be expected to be flexible and adaptable to meet
the changing needs and requirements of the organisation, and duties and responsibilities may
vary without changing the purpose of the job or level of responsibility.

Main Purpose of Post/Job Summary

To take responsibility for leading, developing and co-ordinating the strategic procurement
needs of the Council within the context of the Council’s strategic objectives. This will include
establishing and managing a corporate procurement team.

www.newrymournedown.org n u
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Procurement

1. Develop, implement and review the Council’s procurement strategy and associated
policies and procedures, to take account of current and emerging regional, national and
European procurement best practice.

2. Establish and manage an effective and efficient procurement team.

3. Support the procurement of any strategic partnering/and or collaboration framework
agreements and develop any subsequent contact arrangements derived from such
agreements

4. Achieve continuous improvement of procurement by developing high level procurement
skills, consultancy support and best practice across the Council.

5. Develop performance indicators for procurement and monitor performance against
agreed targets to ensure the timely production of reports and statistical information.

6. Deliver business process improvements through the identification and development of
opportunities where efficiency gains can be achieved through the procurement process..

7. Provide a comprehensive Procurement service, including Capital and other works, Goods,
Services and Supplies from low value purchases to highest value EU tenders, which
meets the needs of the Council, regulatory authorities and statutory agencies.

8. Lead, promote and modernise Procurement across the Council and independent trading
units operated by or responsible to the Council, within the stringent constraints of the EU
and UK directives.

9. Lead, train and support Council and staff at all levels regarding all aspects of
Procurement, including contractual and Procurement compliance against EU and UK
Directives

10. Analyse business cases and project plans; identify potential risks within the procurement
cycle; advise on how to minimise the exposure and risk, to Council, elected members,
senior officers and others. Act as an arbitrator where contractual or other issues have or
may occur and undertake termination of contracts within legal constraints

11. Attend Council and Committee meetings, as required and represent the Council in areas
of responsibility.

www.newrymournedown.org n u
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12. Monitor and prepare Capital and Revenue budget for Procurement and Stores
Department.

13. Contribute to the corporate management of the service and Council through the
maintenance of partnership with senior officers, project teams and consultative groups
as necessary.

14. Keep abreast of all changes and amendments to relevant legislation and allied legislation,
making recommendations as appropriate to the Head of Finance and implementing and
reviewing same as required.

15. Monitor, review and update Procurement and Stores policies and regulations in line with
best practice and changes to legislation.

16. Monitor, evaluate and make recommendations regarding Procurement and Stores
systems, software and procedures to ensure such systems meet end-user needs.

17. Support and advise departments in the compilation and presentation of Procurement and
Logistics data in publications, reports and statutory performance indicators, ensuring that
it meets appropriate legislation and the needs of the Council.

18. Collate and compile information for statutory and other returns as required.

19. Contribute to the effective preparation and delivery of the business plan for the
department and any quality initiatives as may be required.

20. Undertake project management projects for the Procurement and Logistics departments,
as required.

21. Research and identify market trends for example, local and central government market
places, economic operators etc, advising, developing and actively managing same.

22. Investigate and document queries or complaints both internally and externally from
suppliers, agents or customers in respect to or affecting the Procurement and/or the
Logistic processes, contractual issues or potential breaches.

23. Deputise for the Assistant Director of Finance within the area of responsibility.

24. Support procurement exercises where necessary assist with writing tenders, obtaining
legal advice, sitting on procurement panels and moderating assessment decisions.

Service Delivery and Performance

www.newrymournedown.org n u
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25. Provide a comprehensive Stores service which meets the needs of the Council, regulatory
authorities and statutory agencies

26. Manage, plan and deliver a cost effective centralised stores department, for the Council
and its associated trading units; and the process of disposal of goods and assets in line
with best value and relevant directives

27. Responsible for onsite fuel stocks, ensuring adequate controls are in place to monitor
and report on fuel usage.

28. Complete all documentation associated with the duties of the post.

29. Be accountable to the Assistant Director for all aspects of service delivery within the
section; ensuring the provision and delivery of high quality and cost effective services.

Employee Management

30. Be responsible for the direct line management of employees who report to the
postholder, ensuring that matters relating to performance, attendance and discipline are
addressed within agreed timescales and in accordance with Council Policies and
Procedures.

31. Ensure the timely and accurate completion of relevant electronic or paper based records
relating to the management and supervision of employees under the control of the
postholder, for example time and attendance returns, return to work interviews,
appraisal documentation etc.

32. Lead, motivate, appraise and develop employees under the management of the
postholder ensuring at all times that employees:

e operate within the Council policies;

e achieve their objectives and targets in the most efficient and effective manner;

e work in a corporate and collaborative way with other services across all departments
and directorates;

e purposively, efficiently and effectively work with the resources available, within the
allocated time and budget; and continuously develop within their area of
responsibility.

33. Ensure employees within the section are provided with appropriate training as and when
required for example:
. departmental induction,
. access to relevant ‘on the job’ training and development opportunities,
. mandatory/statutory training relating to professional, technical or job specific

www.newrymournedown.org n u
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. qualifications for example first aid, lifeguarding, CPD hours, driving competence
(CPC) etc.

Financial Management and Controls

34. Work within agreed budgets and finances to deliver service priorities, by ensuring that
allocated budgets are effectively managed, implemented and adhered to for the
service(s) under their control.

35. Authorise the purchase of goods and/or services in accordance with the Council’s
procurement policy.

36. Ensure functions under the control of the post holder are operated in accordance with
the Council’s risk management and governance processes, and that the appropriate
documentation is completed and signed off as necessary.

Performance Improvement

37. Keep up-to-date with changes and amendments to relevant and allied legislation
including areas of best practice relating to the postholders service area, reviewing
practices, making recommendations to the Assistant Director of the service and
implementing service improvements, as appropriate

38. Participate in employee training and development activities to ensure that knowledge,
skills and competence required to fulfil the role in full are up to date.

General

39. Carry out duties in compliance with the Health and Safety at Work Order 1978 (as
amended); Acts of Parliament; Statutory Instruments and Regulations and other legal
requirements; and all Council Policies and Procedures including Dignity at Work, Health
and Safety, Attendance and all relevant Codes of Conduct.

40. Undertake the duties in such a way as to enhance and promote the positive reputation of
Newry, Mourne and Down District Council.

41. Lead by example by behaving at all times in accordance with the Council’s values and
promote same within the organisation and externally.

42. Undertake all aspects of work respecting confidentiality and ensure that personal and/or
sensitive information under the control or access of the postholder is used, stored and
maintained in accordance with relevant data protection legislation.

43. Deputise for and represent the Assistant Director of the Service as required.
44. Contribute to Corporate, Departmental and Regional working groups as required.

www.newrymournedown.org n u
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45. Actively participate in employee relations matters including undertaking investigations
and chairing hearings relating to employment matters as required (e.g. discipline,
grievance & harassment) and make decisions regarding appropriate outcomes with
support from HR and in compliance with the relevant legislation.

46. Participate in the Council’'s Recruitment and Selection processes as a panel member,
including assisting the panel with development of person specification, identifying
selection methods and adhering to advice given regarding current employment legislation
and codes of practice.

47. Promote diversity across the organisation and in the Department by adhering to the
Council’s Equal Opportunity policies and procedures and avoiding all forms of
discrimination both as an employer and a service provider.

The list of duties / responsibilities must not be considered comprehensive nor exhaustive.
They are simply a summary of the main duties / responsibilities that the post holder will
be required to undertake. No Job Description can cover every issue that may arise within
the post at various times and the post holder is expected to carry out other duties from
time to time which are broadly consistent with those in this Job Description.

www.newrymournedown.org n u






