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Your role will support the administration and coordination of the procurement function at whg.  You will work closely with Procurement Team colleagues to maximise performance and contribute towards the team delivery across the organisation.

You will also positively interact with colleagues at all levels, across the wider business to enable continuous improvement and maturity of our procurement undertakings. 

You’ll be accountable for delivering excellent customer service and living our values at all times and be trusted to progress your own learning and development. 
What are my key responsibilities?
· Support the efficient running of the Procurement Team, with diary co-ordination and management, booking meeting rooms, minute taking and supporting audits

· Day to day responsibility for managing the Procurement Team mailbox and correspondence, triaging and coordination of responses as appropriate

· Responsible for adequately checking all new supplier and supplier modification requests in line with the Procurement and Contract Management Policy and new supplier guides, liaising with team colleagues as necessary

· e-procurement and contract management system owner ensuring accuracy of information, data and standard application across the business
· Building of procurement projects in the e-procurement system, dealing with expressions of interest and clarifications liaising with team colleagues as necessary
· Run reports in the finance system, analysing spend data, identifying trends and insights of spend categories for review by other colleagues in the team

· Support the team maintaining the procurement pipeline 

· Manage the contracts register, ensuring its accuracy at all times, e.g. creation of the contract in the contract management portal, scanning and uploading of the contract and required documents such as parent company guarantees, insurances and accreditations, creating alerts and triggers for actions during the contract term etc.

· Run and disseminate credit file reports of suppliers.

· Manage the supplier risk register, proactively keeping it up to date and making Contract Managers aware of any alerts received
· Produce contract modifications and variations.

· Fully facilitate the execution of contracts and variations/modifications in line with the Governance Framework.

· Enable effective contract mobilisation, including ensuring contract managers have access to the correct versions of contracts and the production of a contract handover document.

· Support contract demobilisation and exit including data destruction in line with data retention policies updating the contracts register and risk registers

· To ensure all information is recorded in a structured manner for future reference, for audit purposes, supporting evidence of compliancy to meet any scrutiny from Cabinet Office/legal challenges and in line with data retention policy

· Assist with the preparation of training material and the effective coordination of internal training programmes to ensure full participation and effective arrangements 

· Collation of tender evaluations, supporting moderation meetings and production of assessment summaries

· Raising of purchase orders for the Procurement Team, receipting and invoice approvals 

· Work closely with colleagues to upskill and ensure effective utilisation of the e-procurement and contract management system
· Collation of required information and the production of visual images to support the business’s procurement reporting, providing draft reports for review.

· Population and publishing of notices in the Cabinet Office Central Digital Platform (Find a Tender Service) under the direction of Procurement Team colleagues that meet the required legislative standards
· Supporting with below threshold procurement activity, having the initiative to take some responsibility, to aid growth and learning 
· Carry out any other duties as may be considered appropriate
Relationships
Report directly to the Head of Procurement, supporting the wider team.
Proactively support and collaboratively engage with all teams and directorates across the business, with colleagues at all levels.
Work collaboratively and flexibly with all teams across whg, developing and maintaining positive and productive partnerships with colleagues, stakeholders, suppliers and customers.

Role Requirements: 
A good general standard of education including GCSE English and maths at grade 4 and above or equivalent.

A passion and enthusiasm for delivering a great service with excellent administration and organisational skills and attention to detail

Highly organised approach to work, managing own workload, in accordance with all applicable policies, procedures, legislation and timescales.

Ability to identify key priorities to manage workload/demands accordingly within a small team environment

Excellent written and verbal communication skills including producing of correspondence to external parties. 
Self-motivated and accountable, with ability to work collaboratively with stakeholders both internally and externally and within a team building positive working relationships 

Excellent IT skills which include the ability to confidently use all Microsoft Office applications and confidently input accurate information and analyse data adhering to deadlines and targets.

A flexible and adaptable approach to work, with a willingness to take on new ideas and experiences, with ability to respond quickly and flexibly to changes which can sometimes be unpredictable and require constant shifts in priority.
You will have a confident and positive approach with the ability to remain calm under pressure and deal with situations in an effective, professional and respectful manner. 
The post holder will be expected to take ownership of their own Learning & Development record with support from their line manager to maximise their knowledge and skills levels, with a willingness to become conversant with procurement legislation.
whg’s values and behaviours 
At whg we have an ambitious aim to be an exceptional place to work that attracts, develop and retains talent. We recognise that our success as a business depends largely on the quality and commitment of our colleagues; our values set out in our 2030 plan identify the behaviours that we expect all colleagues to display at whg. 
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	Trustworthy

You can rely on us. We are honest in everything we do.
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	Accountable

Taking responsibility for our actions and owning the delivery of our promises.
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	Excellent

Striving to be the best and delivering the best outcomes for customers and the organisation.
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	Respectful

Valuing people and treating everyone with empathy and fairness.
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	Collaborative

Achieving great things by working together.


Please note that this job description is not part of a Contract of Employment nor can it be exhaustive.  It is a guide to the tasks and responsibilities envisaged for the post and, as such, will change and evolve to reflect the changing needs of whg.
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