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JOB DESCRIPTION




	Post Title: Procurement Officer

	Department: Procurement
	Post No:

	Division/Section: Finance
	Post Grade: 
13

	Location: Hybrid (Based out of the Town Hall)
	Post Hours: 37

	Special Conditions of Service:

The nature of the post will require the post holder to work flexibly dependent on the needs of the job. This can mean working outside of standard working hours.




	Purpose and Objectives of Post:
The Procurement Officer is a professional delivery role within the Corporate Procurement Service, supporting the Council’s category management approach across a range of service areas. Procurement Officers are allocated to work with Senior Procurement Managers on defined portfolios, which may include Corporate Core, Place, Health and Care, or Children and Young People, and contribute to the delivery of procurement activity across these areas.
The role focuses on the practical delivery of procurement exercises, supporting the planning, coordination and completion of sourcing activity for goods, works and services. Procurement Officers manage low to medium value or complexity procurements and support higher value or more complex activity led by Senior Procurement Managers. The role requires a sound understanding of procurement processes, legislation and internal governance, with an emphasis on accuracy, consistency and compliance.
Working closely with service commissioners, budget holders, contract managers and service officers, Procurement Officers provide clear and practical advice on procurement processes and requirements, helping services to progress activity efficiently and compliantly. They support the preparation of procurement documentation, evaluation activity, approvals and contract award processes.
Procurement Officers also support contract mobilisation and supplier management activity by ensuring records, documentation and system data are accurate and complete. Effective use of the Council’s procurement and financial systems — including Unit4 ERP, Scanmarket and Proactis — is a core requirement of the role. Procurement Officers are expected to engage in ongoing professional development and contribute to the continuous improvement of procurement practice across the Council.

	Accountable to: Head of Procurement

	Immediately Responsible to: Senior Procurement Manager

	Immediately Responsible for: Apprentices as allocated

	Relationships: (Internal and External)
Finance leadership team, Directors and Assistant Directors, Service Heads and Managers, commissioning and operational teams, Legal Services, Internal Audit, suppliers and market partners, collaborative procurement bodies, regional and national procurement networks.


	Control of Resources: Responsible for managing individual procurement exercises and supporting contract activity within assigned categories, contributing to the effective use of third-party expenditure. Supports the maintenance of accurate procurement and contract records and ensures activity is progressed in line with approved processes, budgets and delegated authority.



	Qualifications and Development
Minimum qualification requirement
Relevant qualification or equivalent professional experience.
Ability to demonstrate knowledge of procurement processes and governance.
Expected professional standing
Working towards or holding a professional procurement qualification (such as CIPS) is desirable.
Experience in public sector procurement or a regulated commercial environment is desirable but not essential at entry level.
Development expectation
Progression towards a recognised procurement qualification (typically CIPS).
Engagement in structured learning and development aligned to the procurement career pathway.

	Functional Duties and Responsibilities
Category Strategy and Planning
Support Senior Procurement Managers in the delivery of agreed category plans and procurement pipelines by contributing data, documentation and practical input.
Develop a working understanding of assigned categories, including key spend areas, contracts and service requirements, to support effective procurement delivery.
Assist with spend analysis, market research and preparation for early market engagement activity.
Highlight emerging issues, risks or opportunities within assigned procurement activity to the Senior Procurement Manager.
Procurement Delivery and Commercial Management
Deliver low to medium value and complexity procurement exercises within assigned categories, managing tasks and timescales under the direction of the Senior Procurement Manager.
Prepare procurement documentation, including specifications, tender packs, evaluation materials and reports, ensuring accuracy and compliance.
Support evaluation processes, clarification activity and contract award documentation.
Assist with contract mobilisation activity, ensuring documentation and system records are completed and handed over appropriately.
Stakeholder Engagement and Influence
Act as a day-to-day point of contact for services on assigned procurement activity, providing clear and practical guidance on processes and requirements.
Work with commissioners, budget holders and service officers to gather information and support timely progression of procurement exercises.
Maintain professional, constructive working relationships with internal stakeholders and suppliers.
Escalate issues, delays or risks to the Senior Procurement Manager as appropriate.
People, Performance and Capability
Work collaboratively within the procurement team, supporting colleagues and sharing knowledge and good practice.
Provide informal support to Apprentices where required, helping them understand processes and systems.
Actively engage in learning and development activities to build procurement skills and professional confidence.
Governance, Compliance and Reporting
Ensure all procurement activity undertaken complies with legislation, Contract Procedure Rules and internal guidance.
Maintain accurate records of procurement activity, decisions and contracts to support audit and transparency requirements.
Identify and flag compliance risks or process issues to the Senior Procurement Manager and/or Head of Procurement.
Digital and Improvement
Use Unit4 ERP, Scanmarket and Proactis to manage procurement activity, documentation and records accurately and consistently.
Support the consistent use of e-procurement systems across services by providing guidance and assistance.
Identify opportunities to improve processes, templates or ways of working and feed these back to the Senior Procurement Manager.

	Health and Wellbeing As an employee of Bury Council you should contribute to a culture that values and supports the physical and emotional wellbeing of your colleagues.

	As an employee of Bury Council you have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children, young people, and vulnerable adults and for ensuring that they are protected from harm.
Bury Council is committed to equality, diversity and inclusion, and expects all staff to comply with its equality-related policies and procedures and to treat others with fairness and respect.
The post holder is responsible for employee duties as specified within Corporate and Departmental Health and Safety policies.
Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired. (See paragraph 203 of supplemental Conditions of Service)
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