EAST SUSSEX COUNTY COUNCI[image: ]L JOB DESCRIPTION
Job Title: Sourcing Specialist
Department: Business Services
Grade: Single Status 7
Responsible to: Strategic Procurement Manager
Purpose of the Role:
The Business Services department covers the professional support services that enable all East Sussex County Council’s services to plan, manage and deliver their services to residents.
The Procurement team provide high quality professional procurement, commercial, contracting and purchasing services to colleagues and customers across the council.
As a Sourcing Specialist you will be responsible for leading or supporting the end to end procurement activity of low value and/or low complexity procurement projects to ensure public funds are spent transparently, efficiently, and in line with legal and regulatory requirements. You will run compliant procurement processes, establish contracts terms that deliver value for money, and provide commercial advice to services across the council.
Key tasks:
1. Responsible for the delivery of low complexity procurement projects, ensuring they are delivered on time and to the right quality, and that there is proper compliance with Procurement and Contract Standing Orders and with relevant regulations and relevant legislation. 
2. Maintain up-to-date and accurate records/templates in the e-tendering system for sourcing and contracts.
3. Preparing, advertising, organising the evaluating of bids prior to contract award.
4. Ensure that project delivery and benefits realisation is properly monitored and recorded.
5. Contribute operational knowledge and experience from previous projects.
6. Collaborate in matrix teams with colleagues across Procurement to deliver an end-to-end Procurement service for our stakeholders. 
Recognising that ESCC is a large organisation with a number of over-arching priorities extending to all areas of our work, you should be aware of these Council priorities and proactively seek appropriate opportunities in your work/service area to contribute, in consultation with your line manager; in particular, but not limited to:
· Net zero emissions targets – reduce your work’s environmental impact.
· Equality, Diversity and Inclusion – contributing to an inclusive and supportive working environment.
· Making the best of our resources - ensuring awareness of the impact of what you do to maximise the use of public monies.
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PERSON SPECIFICATION
Essential key skills, abilities, knowledge, experience, values and behaviours
1. Ability to plan and organise a varied workload for self and others, working to planned deadlines. 
2. Ability to communicate effectively with a range of people in a clear, concise and accurate manner, changing messages to suit different audiences.
3. Ability to provide effective customer service which will include providing clear and succinct advice, responding appropriately to customers’ needs.  
4. Ability to work collaboratively as a member of a team and be able to develop professional relationships across teams and services to achieve shared aims. 
5. Ability to use technology as part of the role: Microsoft 365 including Outlook, Excel, Word, PowerPoint, Microsoft Teams.
6. Ability to demonstrate resilience, an example of which could be responding to a difficult situation. 
Desirable key skills, abilities, knowledge, experience, values and behaviours
1. Experience of a purchasing or procurement environment or equivalent.
2. Experience of delivering added value to a range of customers.
3. Experience of using analysis to inform choices.
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Health & Safety Functions
This section is to make you aware of any health & safety related functions you may be expected to either perform or to which may be exposed in relation to the post you are applying for. This information will help you if successful in your application identify any health-related condition which may impact on your ability to perform the job role, enabling us to support you in your employment by way of reasonable adjustments or workplace support.
	Function
	Applicable to role 

	Using display screen equipment 
	Yes

	Working with children and/or people with care and support needs
	No

	Moving and handling operations
	No

	Occupational Driving
	No

	Lone Working
	No

	Working at height
	No

	Shift or night work
	No

	Working with hazardous substances
	No

	Using power tools
	No

	Exposure to noise and/or vibration
	No

	Food handling
	No

	Exposure to blood or body fluids
	No
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