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Hospice Care for Leicester, Leicestershire & Rutland

Being there for you
and your family




JOB DESCRIPTION

POST:
Procurement Officer
HOURS:
    

    22.5 hours
BASE:



    LOROS Hospice, Groby Road, Leicester
RESPONSIBLE TO:
Facilities & Operations Manager linking in with the Director of Finance 
INTERNAL CONTACTS:
All staff, volunteers within the charity and its two subsidiary companies.  
JOB SUMMARY:

To provide financial savings to the organisation without compromising on quality, and in doing so save as a minimum, double the salary of this Procurement Officer post.
Develop smart procurement within LOROS, looking at current processes and supporting the Facilities & Operations Manager and Director of Finance to introduce controls and changes to the way we procure to deliver more efficient, cost effective purchasing. 
SPECIFIC DUTIES:

1. Produce a new LOROS Purchasing policy, start with reviewing the whole procurement process lifecycle – from obtaining quotations, ordering, goods receipting and payment processes in line with changes resulting from the above for approval by Policy Leads (F&OM + Director of Finance).  

2. Review existing suppliers of services, gain an understanding of the types of products procured looking at levels of spends and frequency of use. Identify all of the products/services the suppliers can offer. Negotiate discounts and re-negotiate payment terms and where possible bundle services together via single supplier.
3. Review credit card use with an aim to reduce its use to essential/emergency purchases only. 
4. Create a supplier evaluation questionnaire (SEQ) process and ensure that all existing/new Suppliers that are high use / high risk are put through this process before being appointed as an approved supplier and PO is raised. 
5. Create and start to populate an “approved” supplier database, with the aim of reducing the current number of suppliers by 50%.
6. Look at negotiating and setting up contracts with new suppliers and agree volume spends if possible to enable greater discounts or rebates. 

7. Produce a set of procurement Terms & Conditions, taking legal advice where appropriate.
8. Train staff in the procurement process and on-line ordering / goods receipting system.

9. Be a member of the Medical Devise Group with regards to the procuring process.

GENERAL:

1. To carry out all duties in accordance with LOROS Policies and Procedures.

2. To carry out correctly duties placed on employees by Health & Safety legislation including the reporting and recording of accidents; with particular reference to ensuring that their working methods do not endanger themselves or other members of staff. 

3. All staff are subject to Equal Opportunities Legislation, the Data Protection Act and LOROS Confidentiality Policy.

2. To carry out and comply with the prevention and control of infection as per LOROS policies and procedures.
4. All staff are subject to LOROS policies, procedures and conditions of service, with reference to the Health and Safety at Work Act 1974.

5. Take reasonable care for the health and safety of themselves and of other persons who may be affected by their acts or omissions at work.

6. Co-operate with their employer as far as is necessary to meet the requirements of the legislation.

7. All staff should be aware of and aim to contribute to LOROS’ Vision and Mission and also strive to exhibit the Values & Behaviours at all times (see attached document).

The contents of this job description are not exhaustive and may be amended in accordance with the needs of the service after discussion with the post holder whose agreement will not be unreasonably withheld.

Signed…………………………………………………… Date…………………………………………

Postholder

Signed……………………………………………………  Date ………………………………………..

Line Manager
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VISION

(Our long term aspiration for our society)

Everyone with an incurable illness has the right to excellent care. This should value and respect their uniqueness and their own choices. People should be enabled to live and die with dignity and with appropriate and compassionate support for them and their loved ones.
MISSION
(Our goals and activities in working towards our Vision)

LOROS is a charity whose aim is to enhance the quality of life of adult patients with cancer, progressive neurological conditions and end-stage organ failure for whom curative treatment is no longer possible. Patients are treated at the hospice and in the community based upon clinical need, regardless of background and the ability to pay.
LOROS specialises in holistic, multidisciplinary care, focused on the whole person and including family and carers. The care given takes into account the patients’ physical, psychological, social and spiritual needs as well as their own choices. Family members are supported in adjusting to loss and bereavement.
LOROS contributes to the education and training of its own and other health and social care professionals and of volunteers. The charity is also committed to research in order to improve the understanding and practice of palliative care.
VALUES & BEHAVIOURS
(How we will strive to be)

PROFESSIONAL
           FOCUSED             
       COLLABORATIVE
           COMPASSIONATE              
        TRUSTED


in our attitude and everything we do
on patients, families and carers whilst listening, learning and adapting to their diverse needs
in working together and with others
in providing care and responding sensitively to requests for support
within our organisation  and by our community
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KEY FACTS – SEPT 2014

No. of individuals receiving patient care from LOROS pa
>2,500

Of whom admitted to Inpatient Ward
550

(approx. ½ subsequently discharged)

No. of beds in Inpatient Ward
31

Average length of stay (days)
12

No. of participants in LOROS educational activities pa
2,000

No. of employees
320

No. of regular volunteers
>1,000

Expenditure on patient care pa 
£7.5 million

Minimum amount of income to be raised pa
£4.5 million

Portion of expenditure covered by NHS
1/3rd

Proportion of charity costs directed to care services
90%

Cost per hour of running the charity
£850

Cost per Bed/Day including “overheads” (85% occupancy)
£500

Cost per attendance for Day Therapy
£150

Cost of a Community Nurse Specialist visit
£100

No. of LOROS shops
25

No. of LOROS lottery members
22,000

Year LOROS registered as a charity
1977

First patient at Groby Road Hospice
Sept 1985

LOROS is a registered charity and also a company limited by guarantee which is governed by a Board of up to 15 unpaid voluntary Trustees.  It is regulated by the Charity Commission, Companies House and the Care Quality Commission.

All money raised is spent locally in Leicester, Leicestershire & Rutland.
LOROS, Groby Road, Leicester, LE3 9QE	� HYPERLINK "http://www.loros.co.uk/" \h �www.loros.co.uk�                Registered Charity no. 506120
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