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Position Description
Procurement Officer
Position Details
Position Title	Procurement Officer
Classification	EMRC Remuneration Band - Level 7
Position Number	A0196A
Basis of Employment	Full Time
Team Name	Business Support – Procurement and Governance Team



Position Objectives
· To assist in ensuring that the procurement, tender, contract management, fleet management and building maintenance functions are conducted in an efficient and effective manner and comply with all legislative requirements and relevant Council policies.
· To provide advice and assistance to internal and external customers on a range of issues related to the tender process, acquisition of goods and services, contract management and fleet management.
· To continuously examine current systems, methods and processes to identify improvement measures and work with teams and individuals to make improvements happen.
· Assist with coordinating the requirements relating to building and grounds maintenance works for the Ascot Place premises.


Organisational Values
The EMRC’s values describe what we believe in and how we will operate. All employees are expected to consistently demonstrate EMRC values and display the following behaviours:

Excellence	Striving for excellence through the development of quality and continuous improvement.
Recognition	Valuing employees in a supportive environment that focuses on their wellbeing.
Innovation	Focus on innovative approaches in projects and service delivery.
Responsiveness	Dynamic and flexible service delivery.
Integrity	Accountability and consistency in all that we do.

Leaders ensure that the organisation’s values are created and sustained by establishing the Council’s strategic direction and providing an environment that encourages all employees to reach their potential in achieving the organisational outcomes.
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Key Duties/Responsibilities
Competencies
· Some knowledge, or the ability to quickly acquire knowledge, of the procurement, tendering and contract management principles and procedures.
· Some knowledge, or the ability to quickly acquire knowledge, of the statutory requirements as they relate to procurement, tendering and contract management.
· Some knowledge of, and experience with, fleet management principles and procedures.
· Sound knowledge of applicable legislation including the Goods and Services Tax Act 1999 and Fringe Benefits Tax.
· Advanced interpersonal and verbal communication skills with the ability to build effective relationships with a diverse range of stakeholders.
· Highly developed written communication skills with the ability to prepare complex tender and contract documentation.
· Good negotiation skills and conflict management skills.
· Demonstrated analytical and conceptual skills.
· Effective time management and organisational skills, with a demonstrated ability to meet deadlines, and prioritise complex and demanding workloads.
· Well developed customer service skills.
· Demonstrated proficiency in the use of MS Office programs including Word, Excel and Outlook.
· An understanding of Local Government tendering and procurement activities is desirable.
· An understanding of the Local Government Act (1995) and regulations is desirable.
· Ability to use a high level of initiative and to work within and across diverse team environments.
· Ability to work unsupervised and in a busy team environment.


Experience
· Some previous experience, or the ability to acquire such skills, with the tendering process including writing tender documents and evaluating tenders received.
· Some previous experience with building maintenance and fleet management, including vehicle purchase, servicing requirements and disposal.
· Experience in the use of electronic purchasing systems.
· Experience in procurement planning and project management is desirable.


Qualifications
· Relevant qualifications and/or experience in procurement and supply management or a related discipline.
· Membership of a relevant professional organisation is desirable.
· Current and valid WA “C” class driver’s license (or equivalent).


Tender Process Responsibilities
· Assist in the administration of the tender process in accordance with relevant legislation and Council policy and guidelines.

· Prepare documentation relating to requests for tenders, requests for quotations (RFQ’s) and expressions of interest (EOI’s) in conjunction with relevant stakeholders.
· Arrange appropriate advertising in relation to tenders, RFQ’s and EOI’s.
· Liaise with employees and tenderers regarding tender requirements and specifications.
· Monitor and administer tender registration and receipt.
· Advise and assist EMRC employees on tender evaluation methodologies and assist with tender assessment and evaluation when required.
· Review quotation and tender evaluations prior to their submission for approval/endorsement and prepare recommendation reports to management when required.
· Conduct regular audits of Council tender processes to ensure compliance with established policy and legislation.
· Develop, monitor and review tendering procedures and make recommendations for improvement to ensure alignment with corporate objectives.
· Assist with the preparation of contracts for services required by Council and provide advice to business units on the development, management and control of contracts.


Procurement Responsibilities
· Ensure employee compliance with Council’s procurement policies, procedures and guidelines in accordance with statutory and corporate objectives.
· Provide guidance and advice to EMRC employees in relation to the procurement process.
· Obtain quotations in accordance with all statutory and Council policy and procedures to obtain goods or services of the best quality at the most economical price and within the required time frame.
· Issue purchase orders where required to suppliers subject to appropriate approvals and in accordance with Council policy, procedures and guidelines.
· Identify and promote cost savings, value for money procurement opportunities and environmental sustainability considerations.
· Conduct regular audits of Council procurement processes to ensure compliance with established policy, guidelines, and legislation.
· Assist with the review of Council’s purchasing manual, policy, procedures and controls as required.
· Assist with the development and implementation of new procurement directions in line with current and relevant industry standards and trends.
· Provide training to employees in relation to the procurement process.
· Maintain and update the register of authorised purchasing officers including delegation limits.
· Maintenance of the SynergySoft procurement module, ensuring data is accurate and up-to-date.
· Develop and maintain a preferred supplier register ensuring Council’s OS&H requirements are met and incorporating evidence of insurance cover, etc.


Contract Management Responsibilities
· Develop and maintain contract records including documents, files, and a contract register.
· Assist with the monitoring and evaluation of contractor performance, contract scheduling and the review of key performance indicators where required.
· Assist in ensuring probity, accountability and transparency of the Council’s contract procedures.
· Undertake regular audits of contract processes.

· Assist in providing guidance and advice to all business units on the development, management and control of contracts.
Operational Responsibilities
· Assist in the development of adequate contract documentation and risk minimization procurement processes.
· Provide accurate and timely responses to correspondence and enquiries associated with area of responsibility.
· Participate and oversee the evaluation of tender submissions.
· Prepare tender evaluation reports.
· Establish appropriate documentation for award of Contracts.
· Provide training to Council employees and external clients on tender and contract policies, processes and procedures.


Fleet Management Responsibilities
· Assist in the management of Council’s small fleet of vehicles, including vehicle delivery, allocation, disposal and servicing.
· Prepare new vehicle orders, ensuring the best possible price is obtained, and liaise with dealerships in relation to vehicle availability and delivery times.
· Coordinate repairs and servicing of all fleet vehicles, ensuring vehicles are maintained as per Council guidelines and manufacturers requirements.
· Manage traffic infringements, ensuring appropriate employees take responsibility.
· Maintain accurate database records pertaining to the fleet (eg. vehicle allocation, driver details, servicing and disposal records).
· Coordinate the acquisition and cancellation of Motorcharge fuel cards for all fleet vehicles.
· Ensure employee awareness of, and compliance with, Council’s vehicle usage and fleet allocation policies and guidelines.
· Coordinate the monthly reporting of odometer readings from drivers of Council vehicles.
· Coordinate employee training in the safe operation of Council vehicles.
· Assist in the preparation of the annual vehicle maintenance, operating and replacement budgets.


Building Maintenance Responsibilities
· Provide accurate information in respect of the Council’s building maintenance requirements.
· Arrange building maintenance and repairs within budget parameters as required.
· Liaise with contractors on-site to ensure EMRC visitor and workplace safety guidelines are complied with and access is provided to the required areas of the building.


Occupational Safety and Health (OS&H) Responsibilities
· Comply with all Statutory requirements.
· Take reasonable care to ensure their own safety and health whilst at work and that of others.
· Consult and cooperate with Management on matters of Occupational Safety and Health.
· Report all hazards, accidents, incidents and near misses according to the Accident/Incident Reporting process.
· Develop and follow all safe work procedures as directed by the supervisor or as otherwise directed.
· Use personal protective equipment (PPE) as required.

Organisational Responsibilities
· Liaise and communicate with all employees to ensure an integrated approach to work outputs.
· Working with EMRC Sites including owned and managed sites such as Red Hill Waste Management Facility & Hazelmere, to make sure that all purchasing & contractual requirements are being processed.
· Ensure all duties are performed in compliance with the procedures documented in the Business Management System (BMS) or other more current internal guideline documents.
· Represent the EMRC in a responsible and professional manner at all times.
· Comply with the policies, procedures and guidelines of the organisation at all times.
· Perform other duties as directed that fall within the scope of the position or the incumbent’s knowledge and skills base.


Organisational Relationships
Responsible to	A0229A – Procurement Team Leader

Supervision of	Not Applicable

Internal and External Liaison	Internal	All EMRC Management and Employees
External	Member Council employees
Members of the general public
Schools, educational institutions and research organisations Environmental community, not for profit and industry groups Relevant State and Federal Government departments and agencies Professional associations and communities of practice
Suppliers, contractors and consultants


Extent of Authority
· This position operates under the limited supervision of the Procurement Team Leader within established guidelines, procedures and policies of Council.


Selection Criteria
Essential
· Relevant qualifications in procurement and supply management or a related discipline.
· Experience in procurement planning and project management.
· Some knowledge of, and experience with, procurement, tendering and contract management principles and procedures including the preparation of tender and contract documentation
· High level of time management and organisational skills including the ability to meet deadlines, prioritise complex and demanding workloads and achieve objectives while undertaking a number of tasks concurrently.
· Some knowledge of fleet management principles and procedures.
· Experience in the use of electronic purchasing systems.
· Sound knowledge of applicable legislation including the Goods and Services Tax Act 1999 and Fringe Benefits Tax.

· Sound understanding of budgeting processes.
· Excellent interpersonal and written communication skills, with the ability to communicate effectively with a diverse range of stakeholders.
· Well developed analytical and conceptual abilities.
· Demonstrated proficiency in the use of MS Office programs including Word, Excel and Outlook.
· Current and valid WA “C” class driver’s license (or equivalent).


Desirable
· An understanding of Local Government tendering and procurement activities.
· An understanding of the Local Government Act (1995) and regulations.
· Membership of relevant professional association, or eligibility for membership.


Incumbent Undertaking
I acknowledge that I have read, understood, and accept the requirements of the role as described in this position description. I understand that this position description may be amended from time to time to reflect changes to the position.




Name of Employee	 	

Signature of Employee	 	


Date	 	



Date Last Reviewed	November 2023
	January 2022
Reviewed	Manager Procurement & Governance
Updated	Human Resources Officer
Approved	Chief Financial Officer
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