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JOB  DESCRIPTION

Post:



Contracts & Business Development Manager

Grade:


Band 7 
Base:
 
St Nicholas’ Hospital
The post holder is expected to be flexible in travelling to sites across the Trust and to be available to work at any of its premises.

Responsible to:

Head of Procurement
Job Summary / Main purpose:


· To lead and develop the delivery of strategic sourcing, through effective procurement projects and implementation of efficient and effective contracting policies.
· Take the strategic lead in specific agreed areas, including developing a suite of contracts for Goods, Services and Maintenance, Capital Projects.

· Implementation of local and national contracts in line with Trust’s Procurement Strategy.
· Develop strategy to increase influenced spend under procurement department.
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Supplies Structure


Key Result Areas

	
	A4C factor


	Contract Support
	

	Provide a professional Contract Support service to stakeholders ensuring all relevant Standard Financial Instructions are adhered to.
	

	Manage and monitor contract timetable
	

	Manage and monitor end of life contract timing
	

	Create and produce reports,  e.g. project recommendations, cost savings benefits, work-plans, cost improvement plans etc
	

	Cost Improvement Programmes
	

	Develop the procurement contract strategy in association with the Head of Accounting & Finance 
	

	Training
	

	Keep up to date with developments in Procurement and OGC practices and where appropriate ensure relevant information is provided to other staff.
	

	Improve understanding of other area within the Supplies Department
	

	Procurement Policies and Procedures
	

	Develop and execute policies and procedures for the implementation and management of national & local contracts.
	

	Review, record and amend policies and procedures as appropriate ensuring ongoing changes are reflected.
	

	Leadership and Line Management
	

	Lead the Directorate effectively in the completion of all of contract activities outlined above, providing professional direction, motivation and drive for the continuous improvement of services across the Trust. 
	

	Employee and Supplier Relations
	

	Promote positive relations and communications and represent the Trust in negotiations and consultations.
	


	Communications and Working Relationships 

	The Post Holder must possess a high level of verbal and written communication skills and must:

· Be able to communicate effectively with a wide range of groups, both inside and outside the organisation 

· Be able to assess and interpret relevant legislation, policy and procedures to ensure compliance of contracting activities 

· Carrying out negotiations with internal customers associated with changes in internal working practices and procedures 

· Have the ability to influence stakeholders and suppliers to provide solutions to meet customer needs and cost targets

· Demonstrate strong persuasive, negotiation and assertiveness skills as they will often be required to overcome barriers to understanding or acceptance e.g. individual preference

· Be able to resolve queries/problems and providing advice on statutory procurement regulations

· Develop and maintain strong customer focused relationships across the Trust

· Link with Senior Operations Managers to ensure maximum contract coverage

· Build and maintain strong working relationships with clinicians and non-clinicians at all levels, from all departments, gaining co-operation and understanding of Procurement practice in order to obtain commitment into the Contracting process.

· Develop constructive relationships with suppliers which support the achievement of value for money and the delivery of efficient and effective patient care and support services
· Ensure staff compliance with Supplies procedures, Standing Orders, Standing Financial Instructions and English & European law 
Provides and receives complex and sensitive information. 

Influencing staff and Suppliers requires tact/persuasive and negotiation skills. Motivation/training skills required as a manager.
 

	The post holder must be able to communicate effectively with a wide range of people in the course of their duties:
Internal

· Executive Directors and Group Directors

· Heads of Department

· All support services staff

· Senior Clinicians and managers

· All levels of staff across the Trust

· Internal Audit 



	External
· External Auditors

· External Suppliers

· NHS Purchasing & Supply Agency

· Purchasing Consortia’s

· Other NHS & Foundation Trusts



	Corporate Responsibilities 

	Contribute to the strategic vision of the Trust and the identification of the Trust’s objectives.

Ensure compliance with all corporate governance and statutory requirements.

Represent the Trust at external meetings when required

Contribute and comply with the Trust’s corporate governance standards and instructions

Plan, allocate and direct workloads in order to achieve deadlines, agreed work plans and required service standards

Safeguarding

Every employee has a responsibility for safeguarding and protecting adults and children from abuse, regardless of the setting in which the care takes place. It is every employee’s responsibility to be aware of relevant Trust policies. All employees should take part in training in order to maintain their skills. Front line practitioners should access regular supervision and support in line with local procedures.

Health and Safety 

All employees have a duty to take reasonable care for their own health and safety, and that of others who may be affected by their activities; to cooperate with the Trust by complying with all health and safety rules and safe systems of work; and to inform their line manager of any work situation, or practice which may be considered a danger to health and safety.

Managers have a duty to ensure that safe systems of work are used within their area of responsibility; to investigate accidents and incidents; to arrange for risk assessments to be conducted annually, and to ensure staff attend appropriate health and safety training.

Infection Control

All Trust staff have a personal responsibility to ensure that the risk of infection to themselves, service users and visitors is minimised by ensuring that they (1) are familiar with and adhere to current Trust policy and guidance on infection prevention and control, (2) participate in the Trust’s induction programme and statutory/mandatory/required training in infection prevention and control and (3) consider infection prevention and control as part of their appraisal and/or personal development plans.

Data Protection

All employees are subject to the requirements of the Data Protection Act, and must maintain strict confidence in respect of patient and staff records.

Equal Opportunities

All employees must comply with the Northumberland, Tyne and Wear NHS

Foundation Trust’s Equal Opportunities Policy and must not discriminate on the grounds of race, colour, nationality, sex, marital status, disability, age or any other grounds in accordance with current legislation.


	Personal Responsibilities  


	Act as a role model for staff working within the department

Ensure professional knowledge is regularly updated and keep abreast of relevant developments

Take responsibility for self-development on a continuous basis, undertaking this in work or development opportunities as appropriate

Participate in personal objective setting and review, including the creation of a personal development plan.

Adhere to the NHS Code of Conduct for Managers, professional codes of conduct and the Nolan principles.

Act as an ambassador for the trust and its services

Promote the objectives and ethos of the Trust at all times

Respect confidentiality of any confidential information shared during the course of employment.

Actively participate in own professional development, adhering to professional governing bodies governance structures including CPD requirements.

To develop a high profile within the Trust



	A4C Other factors

	Analytical & Judgemental skills
	

	Responsibility for efficient delivery of contracts. Takes the lead on high value and complex contracts, analysing all of the factors to ensure the best contracting, sourcing and Supplier arrangements for the Trust. Applies appropriate evaluation methods for awarding contracts 
	Analytical and judgemental skills


	Planning & organisational skills
	

	Plans own workload and planning and delegation of tasks to subordinate staff, making judgements on priorities to ensure Trust contracting needs are met across a range of contracts.

Formulates plans and strategies for Trust procurement and non-pay expenditure, including a contracting work-plan, which is updated on an ongoing basis to ensure priorities are set appropriately.
	Planning and organisational skills


	Physical skills
	

	Inputs data into spreadsheets where accuracy is essential
Good Keyboard Skills are essential

A Current Driving Licence is desirable
	Physical skills


	Patient/Client Care
	

	Occasional Incidental contact with patients/clients. 


	Patient/Client Care

	Responsibility for Policy/Service Development
	

	Responsible for policy implementation and policy development for the contractual aspects of the Supplies Service, which apply as Trust wide procedures.
	Policy/Service Development

	Responsibility for Financial & Physical Resources
	

	Responsible for procurement of goods and services for the Supplies service and for selecting Suppliers and authorising high value contracts
	Financial & Physical Resources

	Responsibility for Human Resources
	

	Line manager responsibility for staff in the areas of work supporting contracting arrangements. Undertakes work allocation, checking, reviewing work progress. Appraisals, appointments, grievances and disciplinary matters are managed by the Procurement and Logistics Manager.
	Human Resources

	Responsibility for Information Resources
	

	Responsible for design and development of contracting systems to meet the needs across the Trust
	Information Resources

	Research & Development
	

	The post holder undertakes reviews of own work as and when necessary, eg complete staff surveys
	Research & Development


	Freedom to Act
	

	The post holder works autonomously to agreed objectives and is guided by broad NHS policies. The post holder will manage their own day to day workload and manage subordinate staff to ensure that workload is completed in a timely manner giving advice and support where required. 
	Freedom to Act



	A4C Effort factors



	Physical effort
	

	Works at keyboard for the majority of the day.

A current driving licence is desirable. The role will require frequent attendance at meetings.
	Physical Effort

	Mental effort
	

	There is a frequent requirement for concentration to process data where the work pattern is unpredictable. The role requires occasional prolonged concentration when compiling documents including tenders, SLA’s, contracts etc. 
	Mental Effort

	Emotional effort
	

	Occasional exposure to distressing or emotional circumstances, ie communicating unsuccessful contract applications/bids. 

The post holder will have occasional exposure to potentially stressful circumstances due to the need to produce work at short notice and to very tight timescales. 
	Emotional Effort

	Working conditions
	

	Standard office working conditions. Exposure to unpleasant working conditions will be rare. Uses keyboard for a substantial part of the working day.
	Working Conditions


Review


This job description should be reviewed with the post holder no later than one year after date of issue or appointment to the post.

Date: .………………………………………………………….
Signed: ………………………………………………………..

Print: …….…………………………………………………….
	Job Title

Person Specification

	Knowledge, Skills and Experience

	Essential 

Qualification/Education

Membership of CIPS or equivalent Professional Body essential

Expertise in EU procurement and contract management and public sector procurement regulations obtained via further training or experience

The Post holder should be undertaking a programme of continuous professional development 

At least 5 years experience in a procurement/contracting role, at least 2 of which must be at supervisor/manager level

Skills

· A working knowledge of computerised purchasing systems 

· Working knowledge of Microsoft Office Suite of programs 

· Ability to achieve deadlines and prioritise work

· Ability to persuade, influence and motivate across a range of different stakeholder groups 

· Possess a high level of interpersonal skills and be able to communicate effectively with a wide range of individuals and groups, both inside and outside the Trust. 
· Ability to meet the mobility requirements of the post.

· Good report writing and presentation skills

· Good team player with ability to be self-directed and complete work to tight deadlines when necessary 
· Ability to carry out complex procurements for high value contracts and develop appropriate evaluation method e.g. propose and agree how the contract will be evaluated from a range of options such as cost, quality of equipment/service, training & education, purpose and ease of use, etc. 
· Ability to evaluate effectiveness of change including benefits realisation tracking
Knowledge / Experience

· Detailed knowledge of Trust’s Standing Orders / Standing Financial Instructions 
· Extensive experience of relevant technical procurement skills including EU tendering processes

· Previous experience of working with and across different Service Areas 

· Proven record of negotiating skills and multi sourcing of commodities and services 

· Previous experience of managing staff 

· Awareness of the use of e-commerce and its relevance to procurement techniques

· A detailed working knowledge of all procurement related legislation including Public Procurement rules


	Desirable:

· Experience within the NHS

· Experience in a change management role 

· Knowledge of Oracle Purchasing 

· Knowledge of both stock and non-stock ordering systems
· Valid driving licence


	Management Behaviours – Essential   

· Probity and integrity, working in a way that is open and honest and ensuring adherence to the NHS Managers’ Code of Conduct

· Consistency and fairness 

· Act politely and behave appropriately at all times

· Support planning the workforce to meet the needs of the service

· Effective communication by giving, receiving and seeking relevant information in a systematic way

· Promoting work and life balance for themselves and their staff, ensuring that staff are treated fairly

· Address own personal development

· Achieve a healthy personal work/life balance

· Adherence to confidentiality 

· Demonstrate knowledge of and adherence to information governance requirements

· Act in ways that support equality and value diversity for all

· Politically astute

· Solution-focused approach to problem-solving




	Commitment to Service Excellence – Essential 

· Develop a culture that improves quality

· Keeping abreast of modern service delivery

· Identify, evaluate and support the continuous improvement of services 

· Prioritisation and direction of attention to key issues

· Promote, monitor and maintain best practice in health, safety and security

· Monitors work areas and practices and takes appropriate action where there are issues with regard to health, safety and security

· Creates a climate of performance delivery and accountability

· Decision-making


· Evaluation of decisions

· Accountable for delivery of all performance and quality targets within sphere of responsibility

	Future Focus – Essential

· Shaping and articulating the future of services

· Commercial focus and an understanding of the business requirements of the Trust

· Thinking flexibly and innovatively

· Building relationships and partnerships which recognise interdependency and contribute to service and Trust objectives

· Seizing technological solutions to improve healthcare, involving and taking advice from Informatics dept 

· Inspiring others and unleashing energy to change

· Ability to own and lead change processes successfully



	Personal Qualities and Attributes – Essential 
· Self confidence and resilience

· Ability to successfully implement and manage change

· Able to learn from constructive criticism

· Ability to meet deadlines within a pressurised work environment

· Highly motivated 

· Pleasant, friendly disposition
· Focussed and completer / finisher 
· Strategic and corporate thinker
· Enthusiastic, active in encouraging change
· Fair, reasonable and approachable manner
· Reliable


PAGE  
2

