

	Competency Based Job Profile  Middle Manager (June 2019)



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: PLACE
	SERVICE GROUP: Waste & Fleet

	POST TITLE:    Contracts & Procurement Manager - Waste & Fleet
	REPORTS TO:   Head of Service, Waste & Fleet

	GRADE: PO4
	SAP POSITION NUMBER : 50133787


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis. For posts where employees speak directly to members of the Public the post holder is required to demonstrate their ability to speak fluently in English.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  
	Key Purpose of Post:

	.
· To: procure the service contracts needed to support Waste & Fleet Services; be a source of expertise on all vehicle specifications, procurement matters; manage partnership contractual relationships; monitor service delivery management by Departments/services across the Council and the proactive management of the supply market.

· To: lead and co-ordinate corporate contract management activities; provide support across the Council to ensure services are being delivered as agreed; ensure the correct level of performance and quality by agreeing terms and acquiring goods, services, or works from an external source; ensure that the Council receives the goods, services, or works at the best possible price, when aspects such as quality, quantity, time, and location are compared. 
· To: develop and maintain a corporate approach to procurement and category management, actively developing, influencing and informing strategy, policy and key operational considerations; ensure a strong understanding of supply chains, markets and mitigation of risks and ensuring effective planning and resource allocation and pro-actively develop positive working partnerships both within and outside the Council with key stakeholders and also engage effectively with service users and their local communities.


	Main Responsibilities of Post: 

	Procurement

1. The main responsibilities are: to procure the required service contracts in a timely manner via a tendering process that is compliant with procurement rules, and which deliver Best Value; work with the Council’s central procurement team and to be the visible and trusted champion for the Council’s procurement function; to provide expert and respected leadership to officers across the Council regarding all fleet procurement; being an activist in strengthening the Council’s culture and practice in procurement matters.

2. Preparing vehicle, waste and general service specifications, setting up governance structures, evaluating bids, reporting on outcomes (management and committee reports) and collaborating with key persons to ensure clarity of the specifications and expectations of the company.
3. Manage the Council’s Fleet Replacement Program, inclusive of asset acquisition, disposal, database management and administration. This requires on-site day to day management of processes, asset inspections and liaison with contractors and suppliers.
4. Provide support and guidance to managers in undertaking their own minor procurements for various other (small) services e.g. H&S training and deliver proven and strong relationship management and strategic contract negotiation.

5. Control spend and build a culture of long-term saving on procurement costs and deploy resources to support procurement (and commissioning) of goods, services or works;

6. Assess, manage and mitigate risks; perform cost and scenario analysis; identify 

cost saving opportunities and ensure that the function operates in accordance with any health, safety and environmental policies and procedures to ensure the safety and wellbeing of staff and visitors.

7. Communicate with stakeholders the impact of market change and potential effects on supply. Recommend solutions without compromising quality or service while optimising cost.

Contract Management

8. To: provide expertise, advice, and input on all contractual matters to enable delivery of expected benefits, value for money and close commercial and financial management of contracts; make a positive contribution to Council departments and services as supported by Corporate Services, including monitoring/reviewing ‘best-practice’ and managing any related change designed to help achieve the Council’s overall strategic priorities. Must be prepared to work flexibly and swiftly and adapt to changing circumstances in respect of services provided, commissioned, or procured by the Council and work closely with the management of Waste & Fleet to ensure that best practice and pricing is achieved.

9. Track and report key functional metrics to reduce expenses and improve effectiveness, ensure processes and procedures are developed and in place to ensure effective contract management over many contracts of differing values and worth multi million pounds. Ensure that the Council’s contractual position is protected at all times and that the Council does not breach its contractual commitments.

10. Ensure the agreed allocation of contractual risk between the Council and its Contractors is maintained and effectively monitor the various Contractors’ performance against the contractual performance criteria and that KPIs are achieved. This may include using key contractual documents such as the Output Specification, Performance Framework and Method Statements.

Payment for the contracted services is conditional upon the quality of the performance of the Contractors, and in accordance with any Payment Mechanism.

11. Ensure that the relationship with the various Contractors is maintained, a partnering style is fostered and regular meetings/dialogue set up.

12. Ensure contract procedures (invoices and cost monitoring, performance failure deductions, ordering and payment procedures, management reporting etc) are set up and maintained.

13. Complete and present committee reports on all fleet contract and procurement activity, ranging from utilisation, optimisation, lifespans, and future technologies.

14. Manage the Council’s vehicle tracking contract, database, and day to day requirements, liaising with service users, ICT, suppliers etc. in order to assess requirements, efficiency, and non-compliance with policy.
15. Complete and provide monthly audits on contractors and KPI reports to senior management, Directors and Elected Members as required. 


	Structure:


[image: image1]


	Special Knowledge Requirement: Essential for shortlisting. 

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column

	
	Essential

	Due to the Government’s Fluency in English for posts where employees speak directly to members of the public the postholder is required to meet the Advanced threshold level which will be applied where the postholder requires a greater level of sensitive interaction with the public. 

You must be able to demonstrate that you can express yourself fluently and spontaneously (this will also be tested during the interview).

	       X

	Proven ability to successfully manage complex and high value contracts worth multi million pounds.
	X

	In depth knowledge and experience of multi-agency / multi-disciplinary / partnership working including private sector/third sector and how these operate within the Council framework to deliver outcomes.
	X

	Proven ability to apply knowledge of the legal and policy aspects of procurement and contracting between the Council and the private sector.
	X

	Carries out the working practices, procedures and complex operations across a specialist area or number of specialist areas of procurement and contract management.
	X

	Uses knowledge, safety and environmental policies, procedures & regulations, including risk in own area and/or other areas of work, specifically regulations concerning procurement rules for public bodies and vehicle legislation.
	X

	Oversees and manages a multimillion pound budget, keeping costs within agreed levels for own section/team
	X

	Uses, interprets, analyses, communicates complex numerical information.
	X

	Ability to carry out legal research and keep up to date with developments in relevant legislation and guidance.
	X

	Has in depth knowledge of EU Procurement Rules and Public Contracts Regulations 2015, and the contract procurement process including preparation of tender documentation and tender evaluation.
	X

	Has in depth knowledge of fleet operations and the factors which influence costs / income
	X

	Excellent communication skills (both written and verbal) over a wide range of stakeholders, and is able to build relationships with internal and external organisations
	X

	Demonstrates significant responsibility for interpreting best commercial practice into specific project environments
	X

	Can communicate extensively with Assistant Directors, service managers and equivalent parties within user, partner and provider organisations and is able to exercise judgement and, consistent with guidance from their senior officer, be able to influence the outcome of the contract in pursuit of their role responsibilities.
	X

	Proven and effective interpersonal skills, negotiation skills, financial acumen, cost management skills, contract and category management skills.
	X

	Has extensive knowledge and understanding of contractual documentation.
	X


	Relevant experience requirement: Essential for shortlisting


	The applicant is required to provide evidence of having previously spoken fluently to members of the public in order to meet the Advanced threshold level outlined under Special Knowledge above.  

	Relevant experience in a management role in an arena of substantial range, scale, and complexity.

	Sufficient experience of working in public sector procurement delivering procurement projects.

	Proven experience of procuring and managing multi-million-pound fleet and/or waste related contracts.

	

	Relevant professional qualifications requirement: Essential for shortlisting


	Educated to degree level or equivalent qualification:  MCIPS, IACCM or
Relevant experience in a Contract & Procurement Management position and to be prepared to undertake training to achieve full Membership of MCIPS within 12 months of commencement in the role.

	

	Core Employee competencies at manager level to be used at the interview stage. 



	Carries Out Performance Management – covers the employees capacity to manage
 their workload and carry out a number of specific tasks accurately to a high standard. 

	Communicates Effectively - covers a range of spoken and written communication skills required as a regular feature of the job. It includes exchanging information/building relationships, giving advice and guidance, counselling, negotiating and persuading and handling private, confidential and sensitive information. 

	Carries Out Effective Decision Making - covers a range of thinking skills required for taking initiative and independent actions within the scope of the job.  It includes planning and organising, self effectiveness and any requirements to quality check work.

	Undertakes Structured Problem Solving Activity - covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking, developing practical solutions, applying problem solving strategies and managing interpersonal relationships. 

	Operates with Dignity and Respect - covers treating everyone with respect and dignity, maintains impartiality/fairness with all people, is aware of the barriers people face.  


	Management Competencies: to be used at the interview stage. 


	Operates with Strategic Awareness Our managers work with corporate priorities and policies in a joined up way with others, internally and externally. Works democratically, transparently and accountably.

	Practices Appropriate Leadership Our managers motivate their staff to exceed expectations through raising their awareness of goals and moving them beyond self interest for the sake of the team or service. They consider serving the District in all that they do.

	Delivering Successful Performance Our managers monitor performance of services, teams & individuals against targets & celebrate great performance. They promote the District’s vision & work to achieve Council’s values & agreed outcomes.

	Applying Project and Programme Management Our manager’s work to ensure that outcomes and objectives are achieved within desired timescales, make best use of resources and take a positive approach to contingency planning.

	Developing High Performing People and Teams Our managers coach individuals and teams to achieve their potential and take responsibility for continuous improvement. They champion the Council’s values and goals.

	Working Conditions: 

	· Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions. 
· Must be legally entitled to work in the UK


	Compiled by: S Worth/S Walsh
Date: 09/01/2020

	Grade Assessment Date:
16/01/2020
	Post Grade:

PO4
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