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Job Title: Senior Procurement Officer 
 

Grade: Band E 
 

Reports to: Procurement Manager 
 

 

 

Role Specific Accountabilities 

 
• To assist the Procurement Manager to deliver high value tender exercises through, for 

example, research, analysis and managing communication with suppliers. 
 

• To be directly responsible for the delivery of lower risk and value procurement exercises up 
to OJEU Threshold. This will include leading project teams to identify requirements, drafting 
tender documents and running the tender exercise through to successful completion and 
award. 

 

• To be directly responsible for the analysis of monthly supplier spend which will feed into the 
Procurement Manager’s reports to SLT and help inform procurement strategy and processes. 

 

• To be directly responsible for monitoring Procurement Policy Note (PPN) publications and 
cascading that to the Procurement Team. 

 
• To have an ‘eyes out front’ role researching potential public sector frameworks such as YPO, 

CCS etc. and to provide recommendations and feedback to the Procurement Manager. 

The Role 

ECL was the first Local Authority Trading company established within the Health and Social 
Care field and currently delivers services in Essex and West Sussex. ECL occupies a unique 
niche as an organisation that is both bound by public sector law but needs to be as flexible as 
a private organisation. ECL’s vision is to be the supplier of choice for Adult Health and Social 
Care. 

ECL’s vision is to be the supplier of choice for Adult Health and Social Care. This role requires 
a candidate with Procurement skills and Commercial acumen who is looking to develop further. 
The candidate will support the Procurement Manager to deliver procurement activities and 
develop Commercial solutions to support ECL’s vision. 

You will have experience of working in a Procurement environment and the ability to problem 
solve, demonstrating flexibility, adaptability and a positive ‘can do’ attitude. The ability to 
network and forge strong and productive partnerships across the organisation and with 
external partners and suppliers is vital. 

Procurement at ECL has only recently been viewed as a priority and is still very much a 
‘greenfield’ function. This role will work alongside the Procurement Manager and Procurement 
Officer to help develop the function. 
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• Working as part of the Procurement Team, to be collectively responsible for the appropriate 
management of Essex Cares Limited's (ECL) third party spend whilst ensuring that savings 
targets are delivered. 

 
• Support and assist with the development of policies and procedures as the Procurement 

function develops, with the aim to ensure the Procurement function is fully compliant with the 
Public Contracts Regulations 2015 and meets all audit requirements. 

 
• To manage communication with existing and potential suppliers. 

 
• To support the maintenance of the ECL Contracts Register to ensure accurate information 

regarding held contracts is maintained. 
 

• To review existing contracts and processes to identify areas where efficiencies or service 
improvements can be made. This may be through development of a new process or through 
re-procurement. 

 
• To support the Procurement Manager to manage any additional Business Development 

activity that may arise. This may include monitoring tender portals or assisting with the writing 
of tender responses and monitoring of the Commercial Inbox until a time that this function 
can flow back into Business Development. 

 
This job description is only an outline of the tasks, responsibilities and outcomes required of the 
role. The jobholder will carry out any other duties as may be reasonably required by his/her line 
manager. 

 

 
 

Person specification – Key Skills and Competence  

• to be educated to CIPS Level 3 or equivalent by experience 

• experience of working in Procurement 

• Experience of working in procurement or related roles. 

• Basic understanding of Public Sector Procurement Law. 

• Knowledge or previous experience of working in the Care Industry is preferable. 

• Understanding of Public Sector commissioning and procurement processes. 

• Excellent Presentation and Communication skills, with the capacity to influence 
clients and stakeholders. 

• Demonstrable ability to meet targets and deadlines, with solid problem solving, 
decision making and analytical capabilities. 

• Commitment towards ongoing personal development. 

• Excellent IT skills – including all Microsoft Office Programs and ideally experience with an 
e-sourcing system. 

• Ability to organise and set priorities. 

• Ability to cope under pressure displaying calm and patience. 

• Supportive of change, showing flexibility and reliability at all times. 

• Hold a full, clean valid driving license. 
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ASPIRE Values 

 
Adaptable     Changes behavioural style or method of approach when necessary to achieve 

goals 
    Responds to and embraces change with a positive attitude and a willingness to 

learn new ways to accomplish work activities and objectives 

    Always looking for ways to improve services to the customer 

    Openly communicates changes to methods of delivery in a consultative way with 

customers and shows a willingness to adjust 

Supportive     Identifies ways to work collaboratively with colleagues, services and partners to 
deliver common objectives 

    Demonstrates self- awareness and recognises how own behaviours impact on 
others 

    Is tactful, compassionate and sensitive, and treats others with respect    

Consistently displays empathy when dealing with others and 
demonstrates an encouraging and reassuring attitude 

Performs    Understands what is expected of the role and how this links in with the wider 
organisations vision and outcomes 

   Meets and where possible exceeds, targets and objectives and delivers work 
accurately and to deadlines 

   Takes pride in achieving results and celebrates the success of others 
   Consistently delivers a high-quality caring service 

Integrity     Upholds the highest standards of professionalism, is respectful of all customers 
and stakeholders and their opinions and decisions 

    Builds effective working relationships based on trust and confidence and 
communicates with customers, colleagues and stakeholders in an honest and 
open way 

    Acts as a role model to other colleagues and is passionate about our services 

Responsive     Effectively manages customer expectations and responds to their needs in a 
timely and caring manner 

    Consistently communicates in a clear and concise style 

    Focuses attention on meeting agreed priorities and objectives in the most 
effective and efficient way 

    Asks for help and responds to the requests from others 

Enterprising     Actively seeks out opportunities to continuously improve our services    Takes 
responsibility for own performance, identifying areas to improve 

and actively seeks out ways to develop these 

 Identifies problems at the earliest opportunity and thinks creatively in order to 

solve them 

 Understands and embraces the use of technology in creating future value 

 

 

Values and Behaviours 

• Ability to solve problems and use initiative to secure desired outcomes. 

• A self-starter with the ability to manage and prioritise own workload in a busy environment. 

• Ability to demonstrate, understand and apply our Aspire values (see below) and be able to 
evidence these attitudes and behaviours as part of the application process. (Essential) 


