	GOSPORT BOROUGH COUNCIL (GBC)

	FINANCIAL SERVICES UNIT

	PURCHASING, PROCUREMENT AND INSURANCE SECTION

	JOB DESCRIPTION





	POST TITLE:
	Head of Procurement & Insurance

	POST NUMBER:
	103339

	GRADE:
	[bookmark: _GoBack]12: £60,027 to £63,569 Plus 10k Market Supplement.

	LOCATION:
	Town Hall, Gosport/flexible working arrangements may apply 


	RESPONSIBLE TO:
	Deputy Chief Executive

	RESPONSIBLE FOR:
	Purchasing, Procurement and Insurance Team

	LIAISON WITH:
	All GBC staff, Councillors, outside bodies and agencies.

	HOURS OF WORK:
	37 hours per week, Monday to Friday, in accordance with the Council’s scheme of flexible working hours.


	OVERALL OBJECTIVE:
	To lead and manage the Procurement service, including complex, high value procurement activities, whilst ensuring compliance with legislation, to best practice and legal standards, maximising and maintaining the efficiency and integrity of the procurement process and ensure value for money outcomes.  Provide expert guidance and implement procurement strategies that align with the Council’s corporate plan and objectives. Management and provision of the Council’s insurance administration function, ensuring all covers are in place and appropriate to ensure the Council is indemnified against loss whilst providing value for money.


	SPECIAL REQUIREMENTS:
	The post holder is required to maintain the confidentiality of the information coming to notice during this employment.


	LEGISLATION:
	To be conversant with current Procurement Law and Regulations ensuring knowledge is kept current at all times.


	STAFF SUPERVISION:
	To supervise the Purchasing, Procurement and Insurance team, ensuring they are competent to provide and enhance the service. Responsible for recruitment, personal review, performance, training and development, sickness absence and welfare issues. 


	
	

	PRINCIPAL ACTIVITIES:
	Management
To manage the Procurement & Insurance services in accordance with the Council Constitution, legal requirements, professional standards, local policies and best value requirements:
i. Provide regulatory, legal and corporate governance advice to business units, related to the procurement and insurance process, contract and specification development, ensuring compliance with legal requirements, providing advice where necessary.
ii. To manage resources within the team and deal with any training, development, absence, disciplinary and grievance matters
iii. Recruitment of staff to ensure service is provided with adequate and appropriately trained officers
iv. To lead, organise and develop staff to ensure customers receive a comprehensive responsive and quality service
v. Provide leadership and mentorship to the Purchasing, Procurement and Insurance team, fostering professional development.
Financial Management
i. To be the responsible officer for the management of the Council’s Procurement portal, ensuring legislation is reflected in workflow processes; create, update and revise all system parameters ensuring legislative and Contract Procedure Rules (CPRs) compliance.
ii. Ensure all procurement spend is authorised and in accordance with the CPRs
iii. Ensure legislation changes are complied with and systems and procedures reflect the latest legislative requirements 
iv. Advise and train all staff including senior management on appropriate legislation and process on procurement, purchasing and insurance processes, including credit cards and financial systems, ensuring system checks are in place and effective to prevent fraud or misuse.
v. Maintain comprehensive and accurate records for all procurement projects ensuring an effective audit trail
vi. Provide a suite of documentation to streamline processes and assist procuring officers, including evaluation documents with weighted formulas
vii. Oversee all evaluations and moderate in accordance with the CPRs to ensure risk of challenge is minimised
viii. Advise on route to market, authorise use of frameworks and appropriate contract, ensure contract management is followed in accordance with the CPRs
ix. Publish the Council’s Contract Register with all appropriate procurement notices 
x. To monitor and control all Purchasing, Procurement and Insurance budgets
xi. Act as the Council’s Insurance Officer, providing a full service, ensuring adequate covers and indemnities are in place and risk is reduced
xii. Act for the Council within the Hampshire Insurance Forum (HIF) representing the Council and acting on behalf of the Council in all decision making aspects of HIF

Corporate
i. Attend meetings, representing the Council as required by senior management
ii. Prepare and update the Council’s CPRs and relevant policies
iii. To provide professional advice to senior management including the Borough Treasurer, and Council wide training and advice of procurement law and practice
iv. Prepare and present Board and Council reports
v. Provide support to the Emergency Planning Officer




	HEALTH AND SAFETY
	To comply with the Council’s Health and Safety at Work Policy and all appropriate legislation and regulations relating thereto.


	EQUAL OPPORTUNITIES
	To comply with the Council policies and procedures and related legislation on equal opportunities.


	The particular duties and responsibilities attached to posts are, of necessity, in many cases difficult to define precisely and may vary from time to time without changing the general character of the duties or the level of responsibility of the post.




