Job Description – Blind Veterans UK
Job title: 




Procurement Manager
Reports to: 




Head of Finance
Department: 



Resources
Location: 




Brighton 
Last updated: 



September 2018
Job purpose

To manage the procurement function and purchasing requirements across the charity for goods, equipment and services. This includes identifying new purchasing opportunities, renewing and negotiating new supplier contracts and generating cost savings through optimal purchasing patterns. A key part of the role will be seeking out new opportunities across the charity through regular discussions and liaison with senior managers and gaining an understanding of their requirements.
Dimensions

The post holder is responsible for their own workload and works with colleagues to support the delivery of an effective procurement service to staff members and members of the charity throughout the UK. There is also responsibility for line managing the Procurement Officer and Procurement Assistant.
Other responsibilities include:

· Negotiating, renewing and signing agreements with utility companies and over 50 suppliers and manufacturers to achieve optimal deals and discounts;

· Managing and accounting for the expenditure on the two procurement credit cards at around £50k per month;
· Making purchases for the charity through the accounting, ordering and invoicing system comprising over 5,000 orders with a value of over £1.5m per annum.

Main accountabilities
1. Lead and motivate the procurement team, setting clear objectives to deliver the agreed short and long term goals, ensuring the team is customer focused and provides a high standard of service to all customers.

2. Review all aspects of purchasing across the charity and lead the implementation of procurement change initiatives, to gain efficiencies where possible. Follow up and ensure compliance with agreed processes across the charity.

3. Review all supplier contracts and create and manage a timetable for contract renewals/renegotiation. 
4. Publish preferred supplier lists, after negotiation on rates, and ensure ordering across the charity is via these lists.

5. Review stock levels and purchase volumes through existing contracts to determine usage, and source the most competitively priced products. 

6. Draft and recommend policies for specific elements of purchasing (e.g. cars) through discussion with relevant Directorates to understand their requirements, determining the most cost effective solutions. Review subsequent compliance with the agreed policies and highlight any issues to the Head of Finance.

7. Build and develop strong working relationships with budget holders and suppliers.
8. Ensure all VAT implications are fully assessed and understood, such as tax relief on certain items of equipment for the registered disabled and the VAT requirements for charities. Complete relevant VAT exemption certificates to ensure any VAT implications are considered and related legislative requirements are adhered to.
9. Keep updated of changes in legislation and ensure these are embedded into procurement procedures.

10. Formulate and manage the procurement department budget, to ensure the department operates within the budgetary constraints that are set each year.

Additional Responsibilities
1. Attend relevant internal and external training courses, as agreed with the line manager. 

2. Practice and comply with all aspects of the Charity’s current policies and procedures.  

3. Undertake any reasonable tasks from time to time at the line manager’s request, as may be deemed appropriate within the scope of the post.

Work context
1. Primarily office based with a requirement to travel to other Blind Veterans sites across the UK, with occasional overnight stays.

2. Working in a small and busy team the volume of work can be demanding at certain times so the ability to prioritise, remain calm under pressure and keep the team motivated is key.
3. Management of a high volume of orders, invoices and related paperwork requires a systematic approach with a strong attention to detail.
Communications
Internal: Colleagues within the organisation at our Centres, London HQ and Community teams.
External: Suppliers and Service providers
Additional information
This Job Description is a guide to the work the job holder is required to undertake. It may be changed from time to time to meet changing circumstances. It does not form part of the Contract of Employment. 

PERSON SPECIFICATION
Post Title: Procurement Manager
	
	Essential Criteria


	Desirable Criteria

	Key skills & Abilities


	· Ability to communicate effectively (both written and verbally) with a variety of internal and external stakeholders
· Experience of managing and developing a team

· Managing ad hoc requests in a calm and professional manner

· Proven negotiation skills to develop new supplier relationships and deliver cost savings
· Good organisational skills to prioritise own and the team’s workload
	· Charity Experience
· Understanding of the challenges of dealing with a geographically dispersed customer base



	Education & Qualifications


	· Membership of the Chartered Institute of Purchasing and Supply, or working towards this.
· First degree or equivalent vocational experience

	

	Knowledge


	· Good working knowledge of Microsoft Word, Excel, PowerPoint and Outlook

	· Knowledge and understanding of stock control and stores upkeep

	Experience


	· Relevant and proven procurement experience.

· Experience of working with a computerised purchase ordering and purchase ledger system

	

	Personal Attributes


	· Positive  team player

· Self-starter, able to work with minimal supervision

· Dynamic approach to building strong internal networks and relationships

· Proactive in searching for and achieving cost savings across the organisation

· Effective listener to understand customer requirements and to learn from previous purchasing decisions
· Highly organised, with attention to detail.
· Calm under pressure

· Highly motivated and flexible

· Pragmatic approach to work and solutions
· High personal integrity

· Tact and diplomacy
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