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The Commonwealth





JOB AND TASK DISCRIPTION
Job Title
Procurement Assistant (2 years contract) 


Division
Corporate Services Division



Grade

N
      





Reports to:
Head of Procurement 
General information:
The Commonwealth Secretariat is the principal intergovernmental body of the Commonwealth, responsible for advancing and achieving the shared goals of the association’s 52 member governments in advancing democracy, development and respect for diversity. The Secretariat is headed by the Secretary-General who, as the Chief Executive of the organisation, is responsible and accountable for overall leadership, management and delivery.

The Corporate Services Division has responsibility for a wide range of services in the Commonwealth Secretariat comprising finance and management information; procurement; IT; conference and event management, resource mobilisation and technical assistance.

Job summary:

The Procurement function at the Secretariat is undergoing a period of change to support the new organisational structure and Strategic Plan.  As a result, the Secretariat is now seeking an experienced Procurement Assistant to help establish and support a new team.  Reporting to the Procurement Manager, the post holder will be responsible for establishing and maintaining effective and robust administrative processes and procedures for the new procurement team. Strong organisational skills will be required along with meticulous attention to detail.  A keen grasp of IT systems and applications is essential.  Further, a proven ability to learn and adapt to new systems. as the Procurement team and function transitions from predominantly paper based systems to new IT platforms and applications will be required for this role.
The post holder will:
Procurement administration
· Assist with contracting and tender documentation preparation, completion and hard/soft copy filing to ensure all files and processes are complete.
· Review, update and effectively manage the critical Contracts Register to provide near real time information on an ongoing basis. 
· Process all associated procurement hard and soft copy filing on a regular basis for each procurement activity, ensuring all documentation is clearly labelled and filed for easy recall for auditing purposes.
· Effectively maintaining and updating the real time Procurement Pipeline planning schedule. 

· Establish and embed clear and robust procurement administrative processes, procedures and systems within the team that comply with and support the Procurement Manual, internal audit reports and Procurement Strategy.
· Carry out market research, identify and document appropriate suppliers and associated contact details for agreed supplier lists for tender/Request for Quotation exercises as required. 
· Carry out Request for Quotation exercises as directed (obtaining three written quotations for goods and services with a value of: £2,000 - £20,000).  
· Undertake regular review, maintenance and updating of all procurement documentation as directed.  
· Use CODA (the Commonwealth Secretariat’s accounting system) to run reports, raise purchase orders, maintain documentation and monitor expenditure.

· Analysing and exporting data from CODA to provide graphic and numeric information for monthly and quarterly procurement compliance spend reports for senior management.
· Respond to adhoc requests to provide complete and accurate procurement information and documentation in a timely manner. 

· Administer and update the Procurement intranet pages.

· Provide accurate advice and guidance to internal customers concerning procurement processes and procedures.
General administration:

· Provide effective and efficient administrative support to the procurement team, managing diaries and meetings as required.

· Arrange meetings; ensuring all aspects of the meeting are in order i.e. room booking, meeting documentation availability in advance and updating said documentation. 
· Take and produce minutes of meetings as required.

Other:

· Adhere to the Gender Equality values of the Commonwealth as enshrined in the Charter and Secretariat’s Gender Equality Policy.
· Perform any other duties that may be required from time to time. 

Person specification

Education

· Secondary qualifications to A- level or equivalent including at least 5 GCSE’s (or equivalent) grade C and above, including English Language and Maths.

Desirable:  

· Completion of at least 1 module whilst working towards a qualification in CIPS.
Experience/personal requirements
· At least two years’ experience of procurement (or equivalent) assistant duties within a medium sized organisation with good experience of corporate software systems. 
· Good IT skills including Microsoft Office applications including; Outlook, Word, PowerPoint and Internet Explorer.
· Very good Excel skills to export and professionally present numeric data in a variety of formats. 

· Adaptability to change.
Desirable: 

· Student membership of the Chartered Institute of Purchasing and Supply (CIPS).

Competencies

	Respect for Diversity 

	Works effectively with people from all backgrounds. 

Treats all people with dignity and respect. 

Treats men and women equally. Shows respect and understanding of diverse points of view and demonstrates understanding in daily work and decision making. 

Examine own biases and behaviours to avoid stereotypical responses and does not discriminate against any individual or group.

	Working with Others 

	Maintains an open, respectful, and professional approach to others.
Works as a team to achieve shared objectives.
Uses empathy and cultural awareness to facilitate working relationships.
Builds rapport with colleagues.
Identifies individuals internally within Commonwealth Secretariat and externally to help achieve own objectives.

	Planning & Analysis

	Accurately interprets instructions and carries out necessary actions.

Recognises the importance of accuracy and pays appropriate attention to detail.

	Adapting & Innovating 

	Adapts to changing circumstances and work demands. 
Shows a willingness to proactively take on new challenges and responsibilities.
Considers ways of doing own job better.

	Communication

	Interacts and communicates effectively with internal/external contacts.

Ensures information is communicated to all the appropriate people.

Exercises diplomacy in language and terminology used.

	Accountability

	Takes ownership of assigned tasks, honours deadlines.

Ensures timely delivery of outputs within defined cost and quality standard parameters.
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