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JOB DESCRIPTION

	 Job Title:  
	Central Purchasing Officer 

	Grade / Role:
	Technical 2C 

	Reports to:  
	Central Purchasing Manager 

	Section:  
	Procurement 

	Department:
	Finance and Procurement 



	
Job Summary


	
Under the direction of the Central Purchasing Manager, process requisitions, 
assist in the management of contracts, processing of tenders and quotations 
and placing of purchase orders. 





	
Responsibilities and Duties


	
· Process non-catalogue requisitions 
· Raise Purchase Orders and amendments as required 
· Prioritise urgent requirements for Facilities Management and Operational Equipment 
· Check supplier, price, carriage charges, and delivery date before placing a purchase order 
· Create and maintain suppliers checking details on Companies House 
· Ensure procurement policy has been complied with for all requisitions above £5,000 before the order is placed 
· Authorising orders up to £2,000 
· Place credit card orders ensuring budget holder authorisation is in place 
· Responsible for reconciling payments against credit card statement 
· Process personal data in line with GDPR guidelines.  e.g. removing information from requisitions which identifies an individual 
· Chase late deliveries and goods receipting 
· Liaise with Warehouse & Distribution and Registry regarding delivery of goods ordered by credit card and forward on to relevant section 
· Handle returns admin 
· Challenge invoice discrepancies 
· Complete IR35 checks on supplier/invoices as required

· Book hotels and make group travel bookings 
· Undertake end-of-year accruals in line with the close-down instructions provided by Financial Management 
· Manage purchasing mailboxes and deal with queries promptly 
· Deal with ICT Tickets raised for Oracle Procurement issues, as allocated  
· Provide guidance to internal users on product codes, restrictions, raising requisitions, goods receipting, etc  
· Provide information on procurement policy regarding process for different expenditure levels  
· To provide guidance and deliver training to users of the Purchasing system  
· Maintain FM’s supplier list – Needs specialist knowledge to carry out credit checks and check insurance details  
· Check open orders monthly and chase outstanding invoices  
· All other accountabilities detailed within the Role Profile and the Behavioural Framework for Technical 2C 





	
Special Conditions (include any special conditions, for example shift patterns, hours of work, working outdoors etc.)


	
· None






	
Role-related knowledge, skills and experience




Essential  
1. Experience of electronic purchasing systems 
2. Experience of dealing with Suppliers 
3. Knowledge of matching invoices to purchase orders and goods receipting 
4. Must be computer literate, including Excel spreadsheet skills 
5. Proactive approach to problem solving 
6. Ability to work calmly under pressure and meet deadlines 
7. Ability to plan and prioritise own workload 
8. Ability to multitask  
9. Must have effective communication skills 
10. Must be able to accept responsibility for own work and make decisions 
11. Evidence of constantly working at a high level 

Desirable 
1. Training - Introduction to public sector procurement training course 
2. Experience of progress chasing 
3. Awareness of the role that Procurement has in the organisation 
4. Experience of working in a customer-facing role 



	
Qualifications


	
Essential
· None


Desirable
· None





	
Level of DBS required (eg: Basic, Standard, Enhanced, Enhanced with Barred List)


	

Basic
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