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Job Description

This form summarises the purpose of the job and lists its key tasks. It is not a definite list of all the tasks to be undertaken as those can be varied from time to time at the discretion of the School, in consultation with the post holder.



	Job Summary: 
To work as a procurement advisor of the LSE’s Procurement team, providing professional procurement advice on all aspects of the sourcing arrangements for goods and services, ensuring stakeholders adhere to the LSE’s procurement policies and procedures.

To achieve Value for Money (VFM) for the School in all procurement activities. 
To deputise for all absences of the Head of Procurement. 

Provide Service and Contract Management of LSE’s Travel agreement (including hotels).




	Competency/Other Headings

	Knowledge and Experience

Provide professional commercial support and direction for tendering of high value/critical contracts, including advice on drafting specifications; sourcing suitable suppliers; evaluating responses; and undertaking post-tender negotiation with suppliers.

To advise on the most suitable procurement route for LSE requirements ensuring best practice and adherence to the School’s Financial Regulations.

The job holder will be considered by LSE stakeholders as an expert in procurement matters, so will provide in-depth advice on Procurement Regulations and best practice (including EU regulations and TUPE).

To provide expert advice on contract law, construction of contracts, contract variations, and contractual disputes.
Review and provide advice on terms and conditions for ad-hoc departmental purchases and agreeing amendments to ensure the best interests of the School are maintained.

Provide advice on Ethical and Sustainable Procurement issues and strategies.
Undertake the lead commercial advisory role in high level evaluation and supplier meetings.  

Offer sound advice on the use of preferred suppliers and available framework agreements and the processes required for call-off. 

Undertake continuous professional development to keep up to date with legislative changes and procurement best practice.

Deputise for all absences of the Head of Procurement.



	Communication

To receive and deal with requests for advice from customers and suppliers in an efficient, effective and courteous manner.

Give quick and simple advice to customers regarding the interpretation of our Financial Regulations and achieving value for money.  

To undertake procurement training and development events for the benefit of School staff. 
Hold regular meetings with the Travel Management Company and hotels to monitor their performance, costings and quality standards.  

Negotiate face to face with suppliers to obtain best terms for the LSE. 

To inform budgets holders/controllers of instances where staff are not using School tendered contracts or misusing them. 

To represent the School at LUPC commodity user group meetings.  

Assist the Head of Procurement in preparation of information/reports for senior management. 
Use e-mail effectively; keep own diary and book meetings using MS Outlook. Write letters and correspondence. 
Deal with “cold calls” from prospective suppliers in a courteous but firm manner.  

Use the Bravo e-tendering system to register and manage contracts. 
Offer commercial advice and guidance to more junior colleagues of the team.

	Teamwork and Motivation

Play an active role as a team member of the procurement team.  

Work consultatively and proactively within cross-divisional teams in procurement projects. 


	Liaison and Networking

Undertake networking on a formal and informal basis with other purchasing professionals e.g. with members of London Universities Purchasing Consortium (LUPC). 



	Service Delivery

Develop School wide supply frameworks which are based around key performance indicators, service credit systems and monitor supplier’s performance against these. 

Deal with internal and external customers who require procurement or contract management advice and assistance.

Plan, organise and be proactive in the renewal of contracts allowing an adequate timeframe for contracts to be re-tendered. 
Build, maintain and progress relationships with suppliers and internal customers and help to deliver a common message to promote best procurement practice in the LSE.

To receive and deal with requests for advice from customers and suppliers in an efficient and courteous manner.
Promulgate School wide agreements to end users via newsletters, reports, briefing, training sessions and organising contracted/preferred supplier exhibitions and forums. 



	Initiative and Problem Solving

Solve day-to-day problems as they arise. Match suitable suppliers to meet customer’s one off requirements, expedite deliveries, and negotiate compensation for poor performance. 

Implement long term solutions for recurring problems and introduce innovations to streamline procedures e.g. improvements to Financial Regulations, establishment of service level agreements with key departments.


	Supervision

Covering the management of the procurement team when the Head of Procurement is absent.


	Financial Responsibility

No direct control of School budgets but with significant influence on all goods & services purchased.



	Flexibility

To deliver services effectively, a degree of flexibility may be required in the duties performed in order to meet the exigencies of service. Job roles may also naturally develop over time and ongoing substantial changes to a role will be discussed between line managers and their staff, with job descriptions updated as and when appropriate.

	Equity, Diversity and Inclusion (EDI)

LSE is committed to building a diverse, equitable and truly inclusive university. All posts (and post holders) will seek to ensure diversity and inclusion, while opposing all forms of unlawful and unfair discrimination on the grounds of age, disability, gender identity, marriage and civil partnership, pregnancy and maternity, race, nationality, ethnic or national origin, religion or belief, sex and sexual orientation, or social and economic background.

	Ethics Code
Posts (and post holders) are assumed to have a responsibility to act in accordance with the School’s Ethics Code and to promote the principles and values that the Code enshrines. The Ethics Code clearly states that the whole LSE community, including all staff, students, and governors of LSE, are expected to act in accordance with the principles which are set out in the Code. As such you are required to read and familiarise yourself with it. The School’s Effective Behaviours Framework is designed to support this Code.  It sets out examples for the six behaviours that all staff are expected to demonstrate, these can be found on the following link: click here


Job title: Deputy Head of Procurement		 





Department/Division: Finance Division		Accountable to: Head of Procurement
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