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PERSON SPECIFICATION:	

PROCUREMENT CO-ORDINATOR

	Qualities & Competencies
	Essential
	Desirable


	Qualifications 












	Proven knowledge of professional purchasing principles acquired through degree or Chartered Institute of Purchasing and Supply (CIPS) e.g. CIPS Level 4 Diploma in Procurement and Supply, or equivalent experience.  


	Graduate or professional qualification/membership e.g. MCIPS or working towards MCIPS

	Experience 
	Demonstrable experience of working within a purchasing environment, including the ability to request for quotations, tender evaluations, experience of purchase 2 pay procedures, and mechanism of contract management

Good level of demonstrable experience of stakeholder management 

Supporting purchase to pay processes

Spend analysis and manipulation of various sources of procurement systems data.

Manage and maintain contract management systems and to conduct supplier review meetings.  

Supporting of admin processes with Procurement & Finance 

	Demonstrable knowledge and understanding of current issues within Public Sector

Knowledge and understanding of procedures, including Standing Financial Instructions and Standing Orders

Exposure to logistics or operational coordination































	Knowledge, Skills & Abilities 
	Understanding of Procurement Lifecycle and compliance requirements

Strong organisational and administrative skills

Ability in providing, receiving or analysing complex information and comparison of a range of options 

Competent in MS Office applications (e.g. Outlook, Word, Excel, SharePoint and Teams), or ability and willingness to learn

Ability to manage multiple tasks and priorities

Capability to consult appropriately with customers, residents and other stakeholders

	Familiarity with social housing policy standards and Procurement Act 2023 

Ability to identify own skill gaps and request training where required




Core Competencies: 

Customer Focus: Seeks out customers' input to better understand their needs; develops ideas for how to meet those needs. Follows up to ensure intended actions are accomplished and results are achieved.

Communication: Take steps to keep others informed about what they need to know. Approachable, personable, able to form positive relationships 

Critical thinking: Challenge the way things are currently done and the way opportunities and problems are approached 

Flexible and adaptable: Adopt a practical approach to achieve the required results 

Lead and manage: Create, gain agreement for, and implement actions to achieve the business aims of Teign Housing 

Teamwork: Work effectively with others and ensure team objectives are met 
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