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Job Description


	Job Title             	
	Catering Procurement Specialist

	Responsible to:   
	Procurement Manager 

	Location:
	All locations will be considered with nationwide travel a potential requirement. South based is desirable.


	Role Type:
	Permanent



Statement of Job Purpose
CPC Consultancy On Demand Team are a nationally based specialist procurement consultancy providing the education sector with a wide range of professional procurement services to fulfil the tendering and procurement requirements of our clients.

CPC Consultancy On Demand Team provide a flexible solution to our clients and are able to provide a bespoke procurement solution to fulfil the needs of each individual client. The service draws on considerable experience in procurement, tendering, reviewing, benchmarking and contract management knowledge throughout the business to ensure our clients are compliant but also see the value in an effective procurement solution.

Due to the success of CPC Consultancy On Demand Team and the increased demand for our procurement services in the wider public sectors and the private sector, Crescent Services has been formed to allow our team to service all non-education sector clients. Crescent Services  can provide procurement consultancy, a managed procurement service and access to compliant frameworks for the client to utilise. 

This role sites within CPC Consultancy On Demand team which currently consists of 6 procurement professionals that provide procurement and tendering services throughout the entirety of the UK. 

Further information of the work we do can be found at www.thecpc.ac.uk
The role
This role forms part of the CPC Consultancy On Demand team which specialises in delivering ad-hoc Catering procurement projects to primarily the education sector working within CPC Consultancy On Demand Team but also the potential to work with clients in the wider public sectors or the private sector as part of Crescent Services. Working within the established CPC Consultancy On Demand team you will be expected to manage multiple procurement projects at any one time tendering a wide array of goods and services via a variety of routes to market. Our role is to ensure compliance against PCR2015 & Procurement Act 2023 whilst delivering a first-class service to our clients. 

This role would be best suited to a procurement professional who has existing experience in tendering for outsourced catering services or a catering professional who has some knowledge of procurement and wishes to gain experience of procurement.
Main Duties and Responsibilities
General Work
1. The post holder will be required to work with the Catering Procurement Specialist to provide assistance and support in delivering catering tenders at all stages of the catering procurement process. 

2. The post holder will be required to be proactive in learning, researching and developing their understanding and knowledge of the public sector catering market. 

3. The Catering Specialist will be required to run compliant catering tenders via a variety of routes to market including utilising a framework and via Procurement Act 2023 procedures once fully trained.

4. To attend potential new customers meetings with the Procurement Manager and/or the Catering Specialist to assist in securing business by demonstrating the advantages of utilising CPC and your knowledge and expertise of the catering sector.

5. To share expertise and knowledge with the wider team. 

6. To be pro-active with the client’s employees to promote the benefits of procurement best practice and to provide advice and assistance as required with sourcing catering goods and services.

7. To assist in the preparation of relevant paperwork for all request for quotes and tenders.

8. Ensuring compliance with Company documents, processes and presentation standards.

9. Arranging on-site information gathering visits and clarification presentations with suppliers and clients and attending these events to facilitate the smooth running of the service.

10. To use as necessary, the Company’s electronic tendering portal and other systems/ICT.

11. To review the client’s compliance to its own procurement/contracting procedures on a regular basis.	Comment by Gareth Jones: Is this a role for a Managed Service Consultant?

12. Identify opportunities for additional savings.

13. To review/draft and finalise contracts for clients in a range of different product and service areas.

14. To advise clients on and assisting with the compilation, introduction and monitoring of Service Level Agreements (SLA’s) and Key Performance Indicators (KPI’s).

15. To develop with the client a programme for monitoring and review of contractual arrangements to ensure adherence to SLAs and KPIs as appropriate, and goods and/or services are of a suitable quality.

16. To keep personally up to date with legislative and best practice changes relevant to procurement activities carried out by the Company.

17. To carry out other duties commensurate with the level and scope of the post, which are or become evident to meet the needs of the Company.

18. To support and contribute to the friendly and supportive ethos of the Company, particularly in communications with customers, contractors, associate consultants and staff, ensuring all are treated with dignity and respect.

19. You will be expected to ensure a healthy and safe working environment at all times. You will be expected to take reasonable care for your own safety and that of other Company users.

20. You will be required to adhere and work in compliance with Company policies and procedures.


Project work 

21. Undertake short and long-term projects as required by the client and Manager or Group Leadership Team.


Other


22. To work as a positive team player, demonstrating mutual respect and integrity for others whilst maintaining open and effective communication at all levels of the company.


Disclaimer 
The job duties, elements, responsibilities, skills, functions and the requirements and conditions listed in this job description are representative only and not exclusive of the tasks that any employee may be required to perform.  The job description will be reviewed annually as part of the performance review process and Crescent Purchasing Ltd reserves the right to revise this job description at any time.


Person Specification
	Attributes
	Key Competencies

	Procurement Fundamentals:
You have a full understanding of all aspects of the role and are confident in your ability to offer advice to clients and provide challenge in areas of non-compliance.

	· You are proficient in applying public procurement regulations and are applying the principles of best practice in your role.

· You have worked within a public procurement environment in either a previous or your current role.

· You are delivering the underpinning systems for procurement to assist colleagues, clients, and members to achieve best practice.

· You are confident in giving advice to colleagues, clients, and members without seeking management support.

	Procurement Planning:
You have knowledge of the categories for which you have responsibility and are confident in engaging with suppliers and stakeholders to determine need.

	· You can regularly engage with suppliers and stakeholders to establish and secure supply requirements.

· You can engage in pre-market consultation to inform contracting needs.

· You are confident in determining routes to market and defining need.

	Tendering Award:
You can manage a mix of category specific contract requirements, advising stakeholders on routes to market and determining appropriate sourcing mechanisms to suit the identified requirements.
	· You can end-to-end manage a wide range of sub-threshold contract requirements.

· You have a grounding in above-threshold procurement processes and can develop and manage those processes under supervision.

· You can support members and clients with their wider range of contract/supply needs.

	Contract Management:
You are comfortable liaising with members, clients, and suppliers to promote active contract management for the benefit of all parties.  You regularly become involved in resolving contract management issues. 
	· You have a working knowledge of the contract obligations for the contracts within your control.

· You can record KPI data and react to supplier underperformance and support members and clients with this activity.

· You can manage minor contract modifications.


	Wider Professional Skills:
You can incorporate key business and regulatory compliance requirements into your procurement activity.  You are developing an understanding of how the wider business toolkit can improve procurement activity.

	· You understand the impacts of social & ethical procurement on the successful delivery of contracting solutions.

· You confidently discuss contract terms and conditions with stakeholders and seek advice from colleagues and professionals.

· You promote business and procurement best practice to members and clients.

· You have achieved a minimum of CIPS Level 4 or can demonstrate equivalent working experience.

· You are proactive in continuing professional development.


	Stakeholder Facing Skills:
You regularly interact with all stakeholders in a professional manner and represent the CPC in a professional manner.  Your increased technical independence is reflected in your time management skills.

	· You have excellent customer service and time management skills.

· You can work independently and be relied upon to communicate with managers.

· You communicate directly to members and clients with limited management oversight.

· You can describe and define the roles of each area of our business and know where to signpost prospective suppliers, customers and clients within the CPC.

	IT and Management Skills:
You are competent in the use of internal IT platforms and regularly interact with external platforms.  You are starting to gain management experience through supporting junior colleagues and interacting with members and clients.
	· You can use CRM as a data tool to assist your role.

· You can advise clients and members how best to obtain relevant procurement data from their systems to support their and your procurement requirements.

· You can technically support junior colleagues and stakeholders through mentoring and procurement knowledge share.




Crescent Purchasing Ltd is an Equal Opportunities Employer and committed to Equality and Diversity.


I have reviewed this job description and I understand all my job duties and responsibilities. I am able to perform the essential functions as outlined. I understand that my job may change on a temporary or regular basis according to the needs of my location or department without it being specifically included in the job description.  


Employees Signature:

Date:

Employees Name (Please Print)
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