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	Job

Description


	Date of Issue: 

May 2023

	Ref: «Field2»


	
	
	HR65


	Job Title
Assistant Director – Commercial Services 
	Thematic Area
Finance

	Post No.
NEW POST
	Grade
Hay 2
	Service
Commercial services – Contract Assurance & Procurement 
	Location

Sandwell

	Responsible to
Finance Director
	Contacts
Elected Members,

Directors, Senior Officers, Employees, External Partners, Other Councils, Suppliers

	Persons responsible for:

(May be presented in the form of an organisation chart)

Attach separate sheet


	
	
	Special conditions
Approver: I-procurement Order and Receipt/I-procurement Order and Approve


	Working hours
37-hour week

Flexible working scheme applies
	

	
	Conditions of Service

NJC

	This job description is a guide to the work you will initially be required to undertake.  It may be reviewed from time to time to meet changing circumstances.



	Job Summary

The Assistant Director will deputise for commercial related activities in the absence of the Director of Finance. 

The roles is varied and requires use of your commercial expertise to understand all stages of the public procurement process and the upcoming replacement in 2024. To lead your team on embedding the knowledge, understanding, and embedding within the business of the role of a contracting authority in its responsibilities toward procurement and contract management assurance.  

You will lead a team of procurement and contract assurance staff to develop and embed the service and understanding within both the team and wider business. You will act as an influential leader to shape and define the service delivery against the corporate vision and public regulations at the time and stay abreast of changes as they occur. You will ensure both you and your team stay up to date on training, amendments, and delivery models. 

The role has strategic control and development of the Commercial Services team which includes procurement and Contract Assurance in accordance with Council Policy and as directed by the senior leadership team. They will provide strategic high-level professional advice to the Council and cabinet members on the Council’s commercial activities to enable establishing policy decisions and achieving the Council’s transformation and improvement plans. 

The role will play a lead role in planning and developing the Council’s commercial related planning and outcomes 

	


	Your current duties and responsibilities are: -


	1. 
	To act as the strategic lead for procurement and contract assurance for the Council 

	2. 
	
To be a key advisor to the Council, the Council Executive, and Cabinet Members on all commercial aspects of the Council activities including the preparation and presentation of reports to both public and private meetings.

	3. 
	To lead on provision of the provision and development of the following services: Audit, Risk, Fraud & Insurance service, and the Commercial services activity.

	4. 
	To promote and maintain the highest levels of management through the introduction of performance management which ensures accountability and responsibility are pushed down the organisation to encourage commitment and enhance job satisfaction.

	5. 
	
To ensure that an effective and efficient Procurement and contract assurance service is maintained which adequately protects the Council’s assets and services.

You will support the embedding of project management principles into both the business and the team 

You will act as a strategic lead for the Procurement and Contract management elements of the Oracle Fusion project including delegation of roles within your team and reflecting on continuous improvement across the delivery model.  

You will identify and embed the right tools for delivery of tendering, quotation, and procurement pipeline delivery 

You will review the current procurement reporting practices and embed a professional and data driven suite of reports to support business drivers such as local spend, supplier profiling, non-compliance, exemption analysis (themes, poor practice, non-compliance) 
You will implement the remaining actions of the Business Process Mapping toolkit and review these ongoing for further opportunities for continuous improvement

You will act as superuser for the upcoming replacement to PCR2105 with cabinet office and plan for training and embedding within the team and wider stakeholder group

You will ensure that staff have ongoing skills development, appraisals, workplan reviews and performance management 

You will work with the other service Assistant Directors to ensure that 

· the procurement pipeline demand and delivery are being communicated between both parties to enable resource planning and escalate delays promptly for resolution

· Contract assurance reporting is being shared and acted upon by the relevant directorate

· That all corporate directives and projects that impact the procurement delivery are understood and planned into current activities 

You will keep the Director of Finance updated on any key issues, changes or concerns that require either knowledge or escalation 

To actively lead and participate in corporate working groups bringing individual expertise and a commitment to work with other services to achieve targets set within the Councils performance plan or set by the Council Executive
To work closely with the Finance Director in establishing, agreeing, and monitoring operational targets for service delivery and management performance for the service and the employees for whom the post holder is responsible.
To represent the Council on external bodies, agencies, and other working groups.

To develop service policies which actively communicate with and consult with service users, clients, and employees.
To manage the budgets allocated to the post in accordance with the Councils agreed priorities, financial regulations, and accounting instructions
To maintain and develop professional knowledge, skills, and experience to further enhance service delivery and support colleagues both within the service area and Council wide.

To lead on the Procurement and contract assurance monitoring and reporting process for the Council and be responsible ensuring the outputs are incorporated within the relevant Corporate Reports to Corporate Leadership Team and Councillors
To ensure that a contract assurance process is embedded with the organisation and ongoing training and guidance is provided, updated, and promoted to our stakeholders
To lead on ensuring procurement and contract management procedures and regulations are effective across the Council and promote good governance, identifying and implement improvements where necessary. 



	6. 
	To participate in the operation of the Council’s Appraisal Scheme.

	7. 
	It is your responsibility to carry out your duties in line with the Council's policy on equality and be sensitive and caring to the needs of the disadvantaged, promoting a positive approach to a harmonious working environment. You should act as an exemplar on these issues and should identify and monitor training for yourself and any employees for whom you are responsible, in line with this policy and the Equalities Act 2010.

	8. 
	Such other duties as may be appropriate to achieve the objectives of the post to assist the Thematic Area in the fulfilment of its objectives commensurate with the post holder's salary grade, abilities, and aptitudes.

	9. 
	The post holder must at all times carry out his/her responsibilities with due regard to the Council's policy, organisation and arrangements for Health and Safety at Work.


