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Job Description





	Job Title   Service Intelligence Officer 


	Directorate   Commercial Services                  
	Division/Section:  Strategic Sourcing 


	Grade            




	Job Purpose  
As a member of the Strategic Sourcing Team to update and develop a coordinated and integrated approach for research and information, performance management, value for money, customer and performance insight, data quality, and knowledge management. 

To identify best practice in contracts and contract management activity through the utilisation of e-procurement and financial information systems.

Ensure all vendor records are correctly maintained and management information relating to vendor performance is effectively tracked and can be made available in a timely fashion.
 


	Key Tasks



	1.
	Lead the development and implementation of intelligence relating to sourcing and strategic relationship management activity, leading to effective advice and recommendations regarding policy, practice and contract management interventions.

	2.

	To ensure that all analytical output relating to procurement and strategic sourcing activity contains sufficient robustness and draws on the relevant e-procurement and financial management systems to ensure a minimum standard across such.

	3.
	Using financial management systems implement approaches to performance analysis and reporting across strategic sourcing and strategic relationship management activity.  Management of all aspects of The Proactis E-Procurement System ensuring the Authority keeps up to date with advances in the system and fully utilises the available functionality.

	4.
	Understand and be familiar with all aspects of the Council’s Procurement Methodology and Public Contracts Regulations. 



	5.
	Develop and oversee the Council’s Intranet and Internet communications with regards to commercial activities such that they act as positive influencer of potential suppliers and partnerships



	6.
	Support the Contracts and Compliance Assistant in their daily duties as and when required. 


	7.
	Review performance data and value for money analysis to determine corrective actions where necessary and support the identification of opportunities for continuous improvement



	8.
	Develop and introduce new office and information systems


	9.
	Co-ordinate and manage Team Meeting, putting together agenda and taking minutes


	10.
	Co-ordination of large events including the facilitation of supplier forums

	
	


	Standard Duties



	1.

2.

3.
	To have full knowledge of the Council’s third party spend, the associated compliance in managing it and how value for money should and is being achieved for each element of it

To uphold and implement policies and procedures of the Council and Commercial Services including EU Procurement legislation.
To actively promote the equalities and diversity agenda in the workplace and in service delivery.



	4.


	To be familiar with customer care and health and safety polices of the Council/ Directorate.



	5.


	To participate in self-improvement in performance through workplace development.



	6.


	Undertake any additional duties commensurate with the grade of the post.



	
	


	Contacts:   Key internal stakeholders, external providers and members of the public.



	Relationship To Other Posts In The Department



	Responsible to:


	Head of Procurement

	Responsible for:


	No direct reports


	Special Conditions: N/A            




	
	DATE
	NAME
	POST TITLE

	Prepared


	8th February 2019
	Steve Boyd
	Interim Head of Procurement

	Reviewed


	
	
	

	Reviewed


	
	
	


OLDHAM COUNCIL

PERSON SPECIFICATION

Job Title:
Service Intelligence Officer
	
	Selection criteria

(Essential)
	Selection criteria

(Desirable)


	How Assessed

	Education & Qualifications


	Literacy and numeracy sufficient to undertake the tasks and duties of the role

Evidence of continued professional and personal development


	Appropriate degree, e.g., management information, research


	AF 

AF


	Experience


	Experience of analysing complex information and identifying / interpreting trends based on data from multiple sources
Experience of extracting data from a Financial System

Experience of working with managers and subject matter experts, influencing and advising them on a range of measurement related issues to enable business improvements 

Extensive experience of working with query tools, Excel, PowerPoint and/or other presentation software
Experience of creating accessible management information dashboards

Experience of administrating systems, including; defining processes, managing users, developing reports etc.


	
	AF / I 

AF / I 

AF / I 

AF / I 

AF / I 
AF / I 



	Skills & Abilities


	Developed oral and written communication skills with a particular focus on the ability to explain complex data information clearly and concisely in manner appropriate to the audience

Organisational skills to manage own workload, prioritising own work as required to meet potentially conflicting deadlines.

Analytical skills to collate, investigate and interpret complex data and identify existing and emerging trends, making recommendations for actions

Ability to develop tangible business recommendations as a result of data analysis

Initiative to proactively problem solve and think through creative solutions

Ability to concentrate on activities and pay close attention to detail


	 
	AF / I 

AF / I 

AF / I 

AF / I 
AF / I 
AF / I 

	Knowledge


	Knowledge and understanding of e-procurement systems with the ability to train new members of the team

Knowledge of all aspects of the Councils Procurement
Methodology and Public Contracts Regulations

Knowledge and understanding of local Government, its functions, structures and governance.

Knowledge of Freedom of Information and Data Protection obligations and process for response

	
	AF / I 

AF / I 

AF / I 
AF / I 

	Work Circumstances


	Able to work flexibly to meet the demands of the service 


	
	AF / I


