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	Post Title:
	Corporate Procurement Tendering Manager

	Portfolio:
	Treasury

	Responsible to:
	Head of Procurement

	Responsible for:
	N/A

	Grade:
	


Job Purpose
To improve the lives of all within our community and help the island thrive by providing expert advice on and running high value and complex tenders and supporting the contract management of the resulting Contracts. Deliver significant savings for the St Helena Government (SHG) and meet associated targets.
This is a key role in delivering our overarching vision of making St Helena a great place to live, learn, work, visit and invest.

The Corporate Procurement Tendering Manager will support the Head of Procurement and assist in supporting the overall financial resilience of the Public Service, ensuring the delivered contracts provide value for money for the Public Service. 

Main Duties and Responsibilities
1. Lead on high value and complex tenders for SHG portfolios in line with the procurement strategy and procurement plan. Managing all aspects of the process, including, but not limited to ensuring specifications and evaluation questions are fit for purpose, running the tender through the e-procurement software, running the moderation session and awarding the contract;
2. Work across portfolios in multi-functional teams to deliver the SHG Contract Management Strategy.

3. Developing direct and in-direct personnel involved in tendering and contract management improve their knowledge and competencies. Including delivering formal training and ‘hands on’ mentoring. Attending contract meetings for high value contracts with national importance, facilitating dispute resolution to avoid the need to resort to formal dispute resolution procedures. 
4. Deliver significant savings in value-for-money, both through improved sourcing and procurement;

5. Recommend improvements to the Head of Procurement for systems, strategies and procedures relevant to SHG for all aspects of procurement and contract management and assist in the design of these where necessary in line with the NAO Best Practice Guide;

6. Support the production of ‘guidance’ manuals for procurement systems, strategies and procedures;

7. Deliver training in the above systems and procedures, and assist in the production of training materials for subsequent use by SHG staff;
8. Assist in developing the existing e-procurement solution to act as Contract Management database and management tool.
9. Advise on how SHG procurement practices can assist private sector development on the island;

10. Provide input to the review of Procurement Regulations, when applicable, ensuring that these facilitate greater transparency and include provision for an appropriate appeals system and declaration of interest;

11. Provide input on the introduction of effective measures to ensure enhanced compliance with procurement systems, processes and procedures and how these should relate to performance management;

12. Support the Head of Procurement in the implementation of an effective communication strategy pertaining to procurement reforms and divestment opportunities;

13. Provide training/mentoring to relevant staff across SHG in relation to Business Case requirements and preparation; 
14. Support the Head of Procurement in providing expert professional advice to the Portfolio Director, Chief Secretary and Procurement Board Chair in relation to their allocated tenders and contracts, and engage, where appropriate, with Executive and Legislative Councils, Partners and Colleagues across the Public Service to support the delivery of the strategic vision for Procurement.  
15. Identify and advise the Public Service on priorities, challenges, risks and strategies for improvement across their allocated tenders and contracts.
16. Manage and develop self to improve personal and team performance and deliver successful outcomes against plans and objectives.

17. Manage the efficient and effective use of resources to support activities and to achieve section and service objectives.  Support the annual Medium Term Expenditure Framework (MTEF) process.
Special Conditions

There are no special conditions associated with this role.  
This job profile is not an exhaustive list of duties and responsibilities.  There may be other ad hoc duties that fall within the remit of the role that the job holder may need to complete.  In addition, the job holder will be required to carry out any other reasonable duties as requested which are commensurate with the grading and level of responsibility for the role.
Core Competency Framework

	Competency
	Level

	Professional Development:

Requirements for  Continuous Professional Development met and when necessary submitted to Professional Institute in order to continue recognition of professional status
	iv

	Planning & Delivery of Work:

Plans and organizes work to meet objectives whilst achieving quality and value for money. Identify information needs and ensures delivery to plan in a timely and effective manner. Recognises good and tackles poor performance
	iii

	Analysis and use of Information:

Interprets complex written information.  Assesses the validity, relevance and limitations of different sources of evidence, and generates a range of options and appraises them based on evidence available.
	iv

	Decision Making:

Clarifies highly complex and disparate information to inform decision making, while also facilitating others to take creative decisions and generate solutions to meet organisational needs. 

Considers internal and external influences in complex decision making and problem solving including significant long-term implications these may have on the organisation.
	iv

	Working with Others:

Manages relationships with key stakeholders by utilising a high level of understanding of own and other’s behaviour.  Creates an environment which will enable delivery of shared policy outcomes.
	iv

	Communication:

Promote effective communication across the organisation and ensure the organisation’s priorities are clearly understood by all.
	v

	Influencing and Persuading:

Recognises and anticipates the needs of senior manages and government officials and influences to maintain a balance between individual motives and directorate requirements, and ensures strategies to support a diverse workforce are implemented. Varies style of communication to have maximum impact on audience and presents unpopular messages confidently.
	iv

	Dealing with Change:

Supports colleagues through periods of change by promoting goals or new initiatives, and new ways of doing things.  Is responsive to constructive feedback and addresses obstacles to change.
	iii

	Continuous Improvement:

Creates an environment where employees and colleagues work to improve the way things are done.

Manages own development and performance; identifies own mistakes and takes     constructive action when required.
	iv

	Managing Resources:

Gains respect and credibility from team members through effective delegation, coaching and development.
	iv


	Criteria
	Essential

/

Desirable
	Application Form
	Selection Process

	Qualifications:

	GCSE in Maths and English at Grade C or above 
	E
	√
	

	Member of the Chartered Institute of Procurement & Supply or willing to work towards obtaining it
	E
	√
	

	Higher education qualifications
	D
	√
	

	Project or business related qualifications
	D
	√
	

	Knowledge & Experience:

	Use of e-tendering and Purchase to Pay systems, preferably in a public sector environment
	E
	√
	√

	Use of different methods for purchasing goods, services or works locally e.g. quotations, tendering
	E
	
	√

	Use of different methods for purchasing goods, services or works overseas e.g. quotations, tendering, call offs from frameworks
	E
	
	√

	International Procurement standards / law together with standard procurement tools and techniques, including INCOTERMS
	E
	
	√

	Management of Contracts, including development of Contract Management and dispute resolution
	E
	
	√

	Delivery of substantial savings and/or service improvements. 
	E
	
	√

	Multi-tasking skills with the ability to prioritise and meet established deadlines
	E
	
	√

	Development of Procurement strategies 
	E
	
	√

	Experience of analysing and interpreting information to develop solutions or solve problems
	E
	
	√

	Experience of managing organisational experts outside own professional area
	D
	
	√

	A sound understanding of the social, economic and political environment of the Public Service and working with staff groups
	D
	
	√

	Skills and Abilities:

	High level verbal, written and digital communication skills, sufficient to engage with and communicate complex, commercially and politically sensitive information at all levels with employees, managers, elected members and partners
	E
	√
	√

	Excellent analytical skills, including statistical analysis with an aptitude for developing innovative solutions to complex issues
	E
	√
	√

	High level of interpersonal skills with the ability to build and maintain relationships with people at all levels.
	E
	
	√

	Excellent time management and planning and organisation skills
	E
	
	√

	Confidence, resilience and ability to work under 

pressure
	E
	
	√

	The ability to influence, network and use professional judgement and diplomacy to make decisions
	E
	
	√

	Capable of leading procurement projects which have significant resources and strategic impact
	E
	
	√

	Excellent IT skills in Microsoft Office 
	E
	√
	√

	Persuasive while maintaining a high level of customer focus and able to support and communicate change
	E
	
	√

	Ability to maintain high level of confidentiality as will have access to highly sensitive and/or contentious information
	E
	
	√

	Multi-tasking skills with the ability to prioritise and meet established deadlines 
	E
	
	√

	Risk based decision making. 
	E
	
	√

	Ability to design and deliver presentations 
	D
	
	√

	Good project planning and management skills 
	D
	
	√

	Able to train and develop staff in their roles 
	D
	
	√

	Other:

	
	
	
	

	Willingness to work flexibly – some evening work may be required. 
	E
	
	√

	Committed to safeguarding and promoting the welfare of children, young people and vulnerable adults. 
	E
	
	√

	Contribute to a positive working environment ensuring commitment to equality and diversity. 
	E
	
	√


Our Values

FAIRNESS

We act as role models and have fair and consistent standards. We champion equality, inclusion and respect.

INTEGRITY

We communicate openly and we are honest, accountable and ethical.

TEAMWORK

We work together and we support each other.
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