




[image: HQIP_header]
[bookmark: _Hlk227849881]


Job Description
	Job Title:	
	Procurement Support Officer

	Reporting to:
	Senior Procurement Manager

	Salary and scale:
	HQIP Band E £28,846 - £39,027

	HQIP Band 
	HQIP Band E

	Contract type:
	Part time (0.6 WTE)

Homeworking - HQIP is a homeworking organisation with excellent IT support. Travel into central London is required on an occasional basis for scheduled corporate activity

	Hours:	
	Part time 22.5 hours per week

	Annual leave 
	30 days plus public holidays (pro rata for part time workers)

	Pension 
	Company’s Group Personal Pension scheme
At time of recruitment employers contribution is 6%




Purpose of the position
On average, HQIP commissions, develops and manages about 40 Projects over a 3 – 5-year funding cycle and these are led by HQIP’s associate directors, who work closely with external providers to undertake national clinical audits and clinical outcome reviews. The overall annual value of the commissioned programme is c£16 million.

In addition to this the procurement function provide commissioning support and advice to the National Joint Registry team and core functions of the business including but not limited to:
· IT systems via our managed service provider (MSP)
· Health and Safety hosted platform
· Mobile and telecoms
· HR and Finance

The Procurement function is a standalone operation and forms part of the Core Team, reporting to the Director of Operations - Corporate Services

The holder of this post will support the procurement function within HQIP by providing a range of administrative duties to ensure the delivery of an efficient and effective procurement and contracting service for HQIP, in accordance with best practice, HQIP’s Procurement Policy and residual EU law as well as current English and UK law/Public Sector Procurement Regulations.


If you're looking for a career in Procurement that keeps you motivated, offers potential for personal development and puts you in a position to make a positive difference to healthcare services, HQIP has a career that will interest you.

Key Responsibilities and duties  
Primary duties

The Procurement Support Officer will support the Procurement function in a variety of aspects, including the following:
· Work with the Associate Director of Procurement, the Senior Procurement Manager and the Head of Patient Engagement to support all activities related to procurement within HQIP.
· Supporting premarket engagement events, managing internal and external expectations
· Manage the procurement plan, ensuring dates are accurate and all internal stakeholders are kept informed of any changes.
· Responsible for supporting monthly Procurement Executive meetings, drafting agendas, taking notes and managing actions.
· Use of the e-tendering portal to support upload of tender documentation.
· Adopt a continuous improvement approach to systems and processes to support the development of best practice for wider department benefit.
· Support the drafting of Contracts of Appointment and Contractual Agreements as required using specialist knowledge and ensure they clearly specify service delivery, quarterly payments and deliverables as appropriate.
· Update data records on shared drive and on eSourcing portals.
· Be pivotal in supporting the Associate Director of Procurement in driving change through the procurement function.
· Have a strong understanding of client needs and respond to internal and external client enquires within acceptable timescales.
· Maintaining and updating HQIPs cashflow register and reconciliation of NCAPOP invoicing.
· Work with the Senior Procurement manager to ensure all required documentation is in place, for example, sub-contractor agreements, insurance certificates, accreditation certification (where required)
· Work with the Head of Patient Engagement to identify and contact relevant patient advocate networks/organisations/charities to be involved on programmes that HQIP commission 
· Support engagement through monitoring activity, attending meetings and focus groups and helping to present findings
· Present a positive image of HQIP at all times as well as maintaining effective relationships with colleagues, external partners and other stakeholders. Remain pro-active and positive at all times.


Other duties

· Work closely with the wider HQIP team members to ensure sufficient resource and expertise is available to support the commissioning programme and any ad hoc or emerging business activity.
· With the team, help identify income generation opportunities and meet objectives through horizon scanning of potential new business opportunities.
· Ensure that the contract register is kept up to date.
· Support colleagues to ensure contracts are signed in a timely manner ensuring that the HQIP contract sign off process is followed, and escalate risk as appropriate.
· Contribute to the Team’s effectiveness by helping to develop and share good practice by keeping up to date with relevant professional developments.

Autonomous and Flexible Work Approach
· Work with minimal supervision, showcasing flexibility as an integral part of a collaborative team, and contributing to the overall efficiency and effectiveness of the procurement function within HQIP.


Person Specification - Procurement Support Officer	
 
 
Methods of Assessment
 
Application Form (A)
Interview (I)
Presentation / Test (P/T)
 
	Education Requirements
 
	Essential (E) /
Desirable (D)
	Methods of Assessment

	Interest in working towards a recognised procurement qualification, CIPS or similar.
	D
 
	A
I

	Experience
 
	Essential (E) /Desirable (D)
	Methods of Assessment

	Experience working in an administrative role, working accurately and efficiently in a high-volume support role.
	E
	A

	Experience of working in healthcare or within the public/charity sector or procurement support role 
	D
	A

	Knowledge and understanding of public sector procurement, understanding of Procurement Act 2023 / Public Contracts Regulations 2015 
	D
	A
I
P/T

	Skills & Knowledge
	Essential (E) /Desirable (D)
	Methods of Assessment

	Demonstrates effective management and organisational skills.
The ability to work to tight deadlines, with efficiency, accuracy, prioritising between conflicting demands to ensure delivery targets are met. 
	E
	I
P/T
 

	Demonstrates a meticulous attention to detail, with ability to assimilate large amounts of data and work within a defined framework to complete tasks to an exceptional standard.  
	E
	I
P/T
 

	Demonstrates exceptional data skills, ability to extract, analyse and present complex information into actionable insights
	E
	I
P/T

	Proficient user of MS suite – in particular MS word and excel (need to be able to create new excel reports/logs, manipulate data and information, extract information and run reports)  
	E
	I
P/T
 

	Ability to negotiate and influence, including ability to say ‘no’ 
	E
	I
P/T
 

	Demonstrates the ability to work independently and flexibly, referring upwards on complex decisions 
	E
	I
P/T
 

	Demonstrates a learning mindset, able to make sound decisions based on data, and drive improvements and innovation
 
	E
	I
P/T
 

	Demonstrates high EQ, with strong interpersonal skills navigating complex situations with diplomacy and sensitivity 
	E
	I
 

	Demonstrates excellent communication skills (oral and written), you will be confident working independently with a range of external and internal individuals 
	E
	A 
I
P/T
 

	Demonstrates the ability to work constructively with colleagues and a range of stakeholders at all levels including senior clinicians and managers within the NHS and wider healthcare arena 
	E
	I
P/T
 

	Demonstrates the ability to manage relationships and collaborate effectively both internally and externally 
	E
	I
 

	Demonstrable success in establishing inter-agency and stakeholder relationships 
	E
	A
I
 
 

	Other
	Essential (E) /Desirable (D)
	Methods of Assessment

	Commitment to the Mission and Values of HQIP.
	E
	A
I
 

	Ability and willingness to contribute to organisation-wide activities, including contributing to process improvements and other projects.
	E
	I

	Ability to work effectively from home given that HQIP is a home worker organisation. 
Willingness to travel occasionally within the UK for meetings and team away days.
 
	E
	A
I
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