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JOB DESCRIPTION

Vacancy Ref: Click here to enter text.

	Job Title: Senior Buyer
	Present Grade:	7P

	Department/College:	Finance

	Directly responsible to:	 Head of Procurement

	Supervisory responsibility for:	Buyer/Assistant Buyer/Trainee Buyer

	Other contacts
		

	Internal: Directors, academic managers and senior staff e.g. Support unit heads, Heads of Departments, Project Managers and Research Principal Investigators, for procurement projects and strategy.


	External:  Senior representatives of suppliers for contract and supplier management, relationships management, negotiation and information exchange. Colleagues in other institutions, sectoral organisations and other public bodies for information exchange, professional development, collaborative procurement projects, benchmarking and policy matters


	
To deliver a professional procurement service for the University including effective customer service and external supplier performance in order to meet the University’s procurement strategy. To make continuous improvements to help the University achieve its overall objectives through Category Management, best procurement practice, achieving value for money and delivering excellent goods and services. 

Major Duties:

To deliver major procurement projects on time and within budget. To develop complex specifications and carry out tender process leading to contract award for a range of commodities, services or works. 
To create and deliver category plans which focus on value for money and delivery of benefits. In particular the University’s Sustainability objectives including Carbon Net-Zero and local engagement. 
To manage major suppliers’ performance against contracts or other arrangements. To develop strategic relationships with key suppliers in support of University strategy.
To establish and maintain key relationships with institutional customers to identify needs and provide advice on current and future requirements. To skillfully manage stakeholder expectations through the identification of stakeholder management techniques.
To ensure legal compliance of tendering and contract award activities and to manage risk across relevant aspects of procurement operations.   
To conduct financial appraisal, life cycle costing and business case development required in refining the procurement value proposition. Considers financial and non-financial implications.
To plan, coordinate and deliver the input of direct reports, colleagues and specialists, as appropriate to deliver the procurement projects.
To represent the University, as appropriate, on relevant external groups
Through personal and team objectives, contribute to the success of the University’s goals and demonstrate commitment to achieving this. 
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