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Our Vision
A county where big ambitions, great connections and greener living give everyone the opportunity to prosper, be healthy and happy 
Our Outcomes
Everyone in Staffordshire will:
Have access to more good jobs and share the benefit of economic growth 
Be healthier and more independent for longer 
Feel safer, happier and more supported in their community
Our Values
Our People Strategy sets out what we all need to do to make Staffordshire County Council a great place to work, where people are supported to develop, the Strategy to ensure that the focus is on what is important to the organisation and the people it serves:
Ambitious – We are ambitious for our communities and citizens
Courageous – We recognise our challenges and are prepared to make 
courageous decisions
Empowering – We empower and support our people by giving them 
the opportunity to do their jobs well.
About the Service
The Commercial Team plays a key role in supporting the Council to procure, award and manage contracts for around £500m in total of supply of goods, services and works. The team plays an active role in driving down spend and striking the best contractual terms with suppliers, and in developing our organization’s ability to think and act in the commercial interests of the Council and the people it serves. The Council’s corporate strategy pledges to deliver value for money for residents and businesses and live within our means. A strong commercial approach involves Directorate understanding and shaping the Council’s spend, having robust commercial processes in place, maintaining effective relationships with suppliers and helping the Council to get upstream of and make evidence-based commissioning decisions.
The Staffordshire County Council Apprenticeship programme will give you valuable skills, experience, knowledge and understanding you need to build a successful career in Procurement. You will support a dynamic Commercial Team within the bounds of the Procurement Lifecycle – not limited to the preparation of tenders and proposals, applying legal terms, pricing models, applying commercial and business acumen, developing the rules and regulations, recognising risk, understanding supply chain markets, evaluating and awarding supplier offers, acting as key commercial stakeholder, and managing the final agreements. 
The role will be flexible/smart working between home and Staffordshire Place Headquarters in Stafford town centre.
The apprenticeship will provide you with formal training and experience both on and off the job working towards a recognised qualification in procurement and supply chain. 
Reporting Relationships
Responsible to: Senior Procurement Manager
Level of Supervision
· Regularly supervised with work overseen by Procurement Advisors
· Left to work within established guidelines, subject to oversight by the Senior Procurement Manager 
· Plan own work to ensure the meeting of defined objectives by procurement advisors 
Responsible for: n/a
Salary: 60% of the start of Grade 9, with increments until completion of the apprenticeship. 



Key Accountabilities: 
Support our Officers to ensure that all strategic and transactional procurements within the portfolio are effective, best practice and deliver value for money.
To seek opportunities to study and develop within the role, and to maintain a log of training as directed by the Senior Procurement Manager.
To actively participate and proactively seek training and development as directed by the Senior Category Manager.
To undertake personal and professional development by undergoing a full spectrum of activities relating to procurement.
To undertake the relevant procurement qualifications in order to fulfil the role, including any additional development opportunities such as, workshops, seminars and networking events.
Help ensure procurement activity operates in a way which is integral to the achievement of the council’s overall ambition, objectives, and priorities.

Work with others to maximise the council’s purchasing power to be a customer of choice for suppliers.
To suggest new ways of working / new ideas. 
To work with others to ensure that procurement activity is integral to, and acts in support of, the achievement of the councils’ policies and strategic aims, including those of procurement.
To work towards being a Procurement Advisor for our clients.
Any other duties appropriate to the post to support the Senior Procurement Manager in delivering and implementing the objectives of the Commercial Team.
To support procurement managers, senior managers, and other stakeholders through the life cycle of procurement activity, this may include shadowing and some informal question and answer sessions with colleagues to develop and expand understanding and knowledge. 
To gain a basic understanding of the importance of other specialties including audit & legal services, information governance and finance. 


Professional Accountabilities:
The post holder is required to contribute to the achievement of the Council objectives through:
Financial Management
Personal accountability for delivering services efficiently, effectively, within budget and to implement any approved savings and investment allocated to the service. 
People Management
Engaging with People Management policies and processes	
Equalities
Ensuring that all work is completed with a commitment to equality and anti-discriminatory practice, as a minimum to standards required by legislation.
Climate Change
Delivering energy conservation practices in line with the Council’s climate change strategy.
Health and Safety
Ensuring a work environment that protects people’s health and safety and that promotes welfare, and which is in accordance with the Council’s Health & Safety policy.
Safeguarding
Commitment to safeguarding and promoting the welfare of vulnerable groups.

The content of this Job Description and Person Specification will be reviewed on a regular basis.


Person Specification 					A = Assessed at Application 
I = Assessed at Interview 
T = Assessed through Test



	Minimum Criteria for Disability Confident
Scheme*
	Criteria
	Measured by
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	Qualifications/Professional Membership 
(Minimum requirements, equivalents considered)

· Minimum of 4 GCSE’s including Mathematics and English, Levels 9-4
· 3 A-levels
· Willing to work towards Level 4 Commercial Apprenticeship in Procurement & Supply 

	


A
A
A


	
[image: employer_small]


	Knowledge and Experience (minimum requirements)

Through your own research or experience, a basic understanding or appreciation of: -
· Procurement / purchasing within a business environment
· Public and private sector organisation’s
· Report writing / written communication skills
	



A/I
A/I
A/I
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	Skills (minimum requirements)
· This post is designated as a casual car user
· Good IT literacy including: -
· Use of Microsoft Excel functionality (spreadsheets, formulae etc)
· Understands and uses other applications such as, Microsoft Word and Outlook.
· Uses IT skills and techniques to introduce efficiencies in day-to-day work.
· Ability to apply the various methods of communications to our stakeholders
· Be professional, impartial and unbiased in your communication and advice
· Flexible with a positive ‘can do’ attitude
· Good organisation and time management skills
· Capable of working unsupervised or as part of a wider team.
· Attention to detail and basic problem-solving skills

	


A/I
A/I

A/I

A/I
A/I
A/I
A/I
A/I
A/I



[image: employer_small] If a disabled person meets the criteria indicated by the Disability Confident scheme symbol and provides evidence of this on their application form, they will be guaranteed an interview. 
We are proud to display the Disability Confidence Symbol, which is a recognition given by Job centre plus to employers who agree to meet specific requirements regarding the recruitment, employment, retention, and career development of disabled people.
If you need a copy of this information in large print, Braille, another language, on cassette or disc, please ask us by contacting Liberata Employee Services Team on 01905 947446

Shared Services on 01905 947446
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