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Job Description and 
Person Specification  
 

 

 

This authority has a responsibility for, and is committed to, safeguarding and promoting the welfare of 
children, young people and adults at risk, and requires all staff and volunteers to share this 
commitment. 

 

SECTION A: Specific Role Profile

Car User Status 

 

This is an essential car user post as the demands of the job make it 
operationally essential and there is a contractual requirement to make a 
suitable vehicle available to ensure the requirements of the job can be 
carried out effectively. 
 
Applicants must be able to drive, have a driving licence and be a car 
owner, however for disabled applicants, reasonable adjustments will be 
made where required.  

Special Conditions  

 

Role Purpose 

Develop, create and implement procurement strategy and policy to deliver effective services in line 
with customer’s requirements. 

Ensure the Corporate Procurement Service is the right size and has the right skills, to deliver the 
appropriate level of professional guidance to support innovation, transformation, major projects and 
business as usual in Solihull. 

Lead the development and maintenance of policies and processes to ensure that procurement activity 
across all Directorates is effective and delivered in line with legislation and relevant guidance. 

Support Directorates to deliver savings and efficiencies in line with the Medium Term Financial 
Strategy 

To be the lead officer for Solihull on all procurement matters including support for commissioning, 
contracting and contract management, advising Members and Officers about optimising the Council’s 
position in particular markets. 

To analyse and interpret supplier, ordering, tendering, financial and contract management data to 
support Members and Officers in evidence based decision making. 

 

 

Post Title Head of Procurement Post No CE106 

Directorate Resources 

Division Corporate Procurement Service 

Band and Salary  Up to £75,000  

Responsible to Director of Resources and Deputy Chief Executive 

Location Council House, Solihull 

DBS Check  Not Applicable 
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Role Responsibilities 

1. To have an in depth knowledge of the law and guidance issued that impact on public sector 
procurement. To interpret those laws and guidance to enable Solihull to procure efficiently and 
effectively whilst minimising the exposure to risk. 

2. To develop and maintain Rules for Contracts that enable procurement to take place 
commercially whilst protecting the authority’s interests. 

3. Understand Solihull’s governance structure and provide reports in appropriate formats to 
support informed decision making for Members at formal decision making sessions and the 
Corporate Leadership Team at Procurement Board.  

4. To lead and motivate the Corporate Procurement Service in Solihull to support Directorates to 
deliver savings identified in the Medium Term Financial Strategy, through effective category 
management and robust contract management. To enable individuals to maximise their 
contribution to service development, service provision and performance management. 

5. To actively identify, test and promote best practice and innovative approaches in procurement 
including eProcurement. 

6. Working with other public sector partners in the region to identify where further benefits can be 
achieved through better collaboration. 

7. Oversee and direct the procurement support, advice and consultancy provided for major 
service procurements and partnership arrangements whilst ensuring value for money is 
achieved, commercial opportunities are fully exploited and the Authority’s procurement risk is 
managed. 

8. To lead the delivery and revise as appropriate, the Social Value Policy with a view to 
supporting the Inclusive Growth Strategy internally and linked external policies e.g. West 
Midlands Combined Authority (WMCA) and Sustainability and Transformation Partnership 
(STP) to ensure procurement power is used wisely delivering maximum benefit for our local 
communities. 

9. Any other appropriate duties as and when required. 
 

 

Section B: Person Specification 
 

 Essential Criteria Desirable Criteria Measured By 

Education & 

Qualifications 

Membership of the Chartered Institute 
of Purchasing and Supply by 
examination to level 6 or equivalent 

  

Evidence of management training and 
development and commitment to 
continuing professional development 

 

Management 
Qualification 

 

A first degree or 
equivalent 

Application 
Form and 
Interview    
 

Application 
Form 

Application 
Form and 
Interview 

 

Experience & 

Knowledge 

Substantial  experience working at a 
senior level in a large, highly complex 
and varied organisation 

Experience of Local 
Government 
Procurement 

Application form 

Evidence of achievement in 
innovating, establishing and 
maintaining high quality procurement 
services across a large organisation 

Detailed knowledge 
of the Public 
Contract Regulations 
and the implications 
for Procurement 

Application form 
and interview 
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Evidence of management and delivery 
of quality procurement advice and 
services in a highly complex and 
varied organisation 

Project Management 
skills 

Application form 
and interview 

Detailed knowledge of the policies that 
impact on procurement in large 
organisations, with an awareness of 
how procurement processes and 
procedures need to be adapted to 
meet the requirements of those 
policies. 

 Application form 
and interview 

Advanced knowledge of procurement 
practices and techniques and the legal 
aspects of contracts 

 Application form 
and interview 

Comprehensive understanding of 
legal structures through which major 
projects can be delivered e.g. 
competitive dialogue, “Teckal” 
companies etc. 

 Application form 
and interview 

Understanding and demonstration of 
successful implementation of Change 
Management 

 Application form 
and interview 

Knowledge of the importance of the 
data to provide information from 
procurement and financial systems 

 Application form 

 

Skills & Abilities Ability to engender public and 
professional confidence through 
effective communication and 
relationship development with 
colleagues at all levels internally and 
externally 

 Application form 
and interview 

Ability to set strategic direction for the 
service in line with national guidance 
and the Council Plan, delivered 
through  available resources 

 Application form 
and interview 

Very highly developed negotiation, 
persuading and influencing skills 

 Application form 
and interview 

Ability to work with minimal 
managerial direction whilst working 
under pressure. 

 Application form 
and interview 

Ability to lead and motivate staff to 
deliver against agreed priorities 

 Application form 
and interview 

Ability to give advice and guidance 
which may be complex and varied to 
colleagues in a language that can be 
understood at all levels 

 Application form 
and interview 
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Ability to develop staff to their full 
potential through training and 
mentoring 

 Application form 
and interview 

Ability to be personally effective 
through making things happen; 
operating with resilience, flexibility and 
integrity 

 Application form 
and interview 

Ability to understand customer needs 
and respond appropriately 

 Application form 
and interview 

 

Core Behaviours Excellence - With enthusiasm, you work to deliver a high 
quality service to meet customer, organisational and personal 
expectations.  You adopt a ‘can do’ attitude in all of the work 
you deliver, ensuring it meets the needs of current and 
potential customers. 

Interview 

Simplicity - You actively seek ways to prevent over-
complication or confusion, by adopting the most simplified 
approach to work. You communicate clearly and concisely, 
ensuring that the message is understood by all.   

Interview 

Trust and Respect -You are aware of your impact on others 
including confidentiality.  You value openness and listen 
carefully to understand the views of others.  You promote the 
values of diversity and actively work to minimise any harm 
caused to others in order to foster an environment of mutual 
trust and respect.  

Interview 

Working Together - You work with others to reach a 
common goal; sharing information, supporting colleagues and 
searching out expertise and solutions from relevant partners 
and/or the communities we serve. 

Interview 

Responsibility - You take ownership for your work and you 
use your initiative to deliver.  You are accountable for your 
own performance and development and you take 
responsibility for your actions and decisions. 

Interview 

Leadership - Your leadership is demonstrated by delivering 
outcomes and inspiring your team and individuals to improve 
and develop within an environment that enables individuals to 
achieve their potential.  

Interview 

Other 

Requirements 

Behaves in a manner which 
encourages collaboration and 
partnership working with internal and 
external colleagues 

 Interview 

 

 
  

Compiled/Reviewed by 
Elizabeth Welton – Head of Procurement 

Paul Johnson – Director of Resources & Deputy Chief Executive  

Date September 2019 
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Section C: Additional Information 
 

Corporate Parent Responsibilities  
 
All employees should act as an advocate for our Looked After Children; fulfilling our 
corporate parenting responsibilities by considering Children and Young People in 
everything we do. 
 
Health and Safety 
 
Health and safety laws require all employees to help the Council maintain and 
improve health and safety standards. This means that the post holder must take 
reasonable care of his/her own and others’ health and safety and co-operate with any 
reasonable request to support the Council, managers and other employees, in 
meeting their health and safety legal responsibilities. Line managers have additional 
responsibilities to ensure that policies, procedures and safe systems of work are 
implemented on a daily basis.   
 
All duties and responsibilities must be carried out in line with the Council’s Corporate 
Health and Safety Policy and any local safety procedures. 
 
Information Management 
 
As an employee of the Council, the post holder will be expected to manage 
information in accordance with standards outlined in the Corporate Records 
Management and Information Security policies. They will ensure that information 
used is held and transmitted securely in a manner commensurate with its sensitivity, 
and that it complies with the provisions of Data Protection legislation and guidance. 
 
The post holder will be accountable for ensuring that he/she is aware of relevant 
Council policies and that all duties and responsibilities are carried out in line with the 
appropriate policies and procedures. 
 
Equal Opportunities 
 
Solihull Council is committed to Equal Opportunities and expects all staff and 
volunteers to recognise and value differences 
 
Training and Development 
 
The Council is committed to the personal and organisational development of the 
individual. The post holder will be encouraged to identify job-related development 
needs. 

 
Solihull Behavioural Framework 
 

The Council expects all employees to conduct themselves in a way that is consistent 
with the values and behaviours set out in the Solihull Behavioural Framework. 
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Mobility 

 

Whilst this post is initially to a specific post, the post holder may be exceptionally 
required to transfer to any post appropriate to their grade at such a place as in the 
service of the Council they may be required. 

 

Variations to Job Descriptions 

 

Due to changing customer demands, duties and responsibilities are likely to vary 
from time to time and the Council therefore retains the right to amend job 
descriptions to reflect changing requirements. 

 


