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	Working at Halton

	All our colleagues at Halton have made a positive commitment to delivering great outcomes for our communities.  Whoever joins us will share that passion for outstanding service, and strongly align with the values which define our workplace culture: 
· Working Together – building fantastic relationships with colleagues and customers 
· Continuous Improvement – keeping great service delivery at the heart of everything we do
· Personal Growth – learning, growing and developing ourselves 
· Accountability – doing what we say we are going to do
· Inspiring Leadership – positive roles models and leading by example

To read more about our values, click HERE

We are immensely proud that when asked what’s great about working for Halton, the most popular response from our workforce has been ‘our colleagues’.

Aside from working with a great team, our employees have access to a fantastic range of benefits, including:
· A generous annual holiday allowance starting at 34 days per year (including bank holidays), increasing with long service
· Membership of our defined benefit, salary-linked pension scheme with generous Employer Contributions
· 3 x Salary Life Cover via Local Government Pension Scheme
· Investment in your personal development 
· Free Car Parking at HBC sites 
· Flexible / hybrid working arrangements available
· Extensive employee benefits platform including discounted shopping, car leasing, gym memberships, wellbeing hub and Employee Assistance Programme.

For further information about all the benefits we offer, please click HERE.


	About the Job 

	You will provide advice and guidance on procurement processes, procedures and systems to commissioners and stakeholders across the council, while planning and managing the sourcing of supplies, services and works up to the Public Procurement Value Thresholds. You will support and monitor the delivery of specific projects relating to social value, spend analysis and market research, and undertake a range of research and analytical activities to inform procurement activity across the Council. 

More specific responsibilities include:
· Maintain and develop positive, sustainable relationships with suppliers within the wider supply market and supply chain.
· Conduct procurement activities in compliance with the Council’s Procurement Standing Orders, Legislation, Procurement Strategy and Procurement Work Plan.
· Maintain up-to-date knowledge of relevant public sector procurement legislation and Cabinet Office guidance, and contribute to the development, review and improvement of Council-wide procurement processes and procedures, including Procurement Standing Orders.
· Analyse procurement management information to identify local and national trends and opportunities to deliver efficiencies and financial savings through better informed procurement activity.
· Support commissioning departments in choosing routes to market and meeting contract timelines, advising on end-to-end procurement, including specifications, pricing, and award criteria up to the Public Procurement Value Thresholds.
· Provide written feedback to unsuccessful suppliers on contract award outcomes in compliance with relevant legislation, helping to mitigate the risk of challenges to the Council’s decisions.
· Act as systems administrator, supporting the development and maintenance of the Council’s e-procurement portal, other procurement systems, and website/intranet pages. Maintain and update the Procurement SharePoint library, contract register, and ensure accurate categorisation and coding of expenditure within the Council’s finance system.
· Collaborate with other public sector organisations, particularly across the Liverpool City Region (LCR), to achieve value for money and drive efficiency savings through procurement activities.
· Undertake any other duties and responsibilities as may be assigned from time to time, which are commensurate with the grade of the job.


	About You

	For this role, you must hold five GCSEs graded A–C (or equivalent), including Maths and English, or an NVQ Level 3 in Business Administration (or equivalent). You will have experience of working in procurement, finance or commissioning environment and be able to maintain high standards of personal behaviour and display strong moral principles. 

In addition you will have:
· Experience of analysing complex information and statistical data, and interpreting results into clear, easily understood reports, graphs and KPIs.
· Experience in IT systems administration and operation, with proficiency in Microsoft Office applications, including Word and Excel.
· Able to work independently, lead projects, and influence, persuade, and motivate stakeholders, while demonstrating tact, diplomacy, and strong organisational, planning, and time management skills.
· Strong communication, numeracy, analytical, and data management skills, with the ability to present information clearly and brief managers and colleagues confidently.

As this role involves regular travel across the borough and sometimes further afield, a driving licence and access to a vehicle are essential requirements.  Where appropriate, reasonable adjustments will be made in accordance with the provisions of the Equality Act.

The Council and its schools are committed to safeguarding and promoting the welfare of children, young people and adults and expect all staff, workers and volunteers to share its commitment.
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