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Job description

Assistant Director – Procurement


	Department 
	Finance

	Service 
	Procurement and Sustainability

	Grade
	O

	Reports to
	Director of Procurement and Sustainability

	Responsible for 
	Procurement manager – Sourcing
Procurement manager – Education, Health and Care
Procurement manager – Transactional Procurement

	Job reference
	JE6082



	Job Purpose 

	This role provides the senior leadership required to ensure the Procurement Service can meet growing organisational demand for commercial expertise. It shapes and strengthens Procurement as an integrated, high-performing function that embraces innovation and continuous improvement. Through strategic influence, the role drives improvements in commercial capability, governance and practice organisation-wide across commissioning, procurement and contract management activities.


	Context 

	Norfolk County Council spends over £1 billion each year through contracts with external providers of goods, services and works, with the Procurement Service overseeing this contracting council wide. It provides the commercial expertise which enables departments to put in place and manage the contracts they need to provide vital public services and run their operations.

This role is the second most senior position within the Procurement Service, reporting to the Director of Procurement and Sustainability. Managers of sourcing, contract management and commercial support functions report into the role. This position is to drive improvements in commercial capability, strengthen governance and integrate the Council's commercial lifecycle across the service. 

Reporting to the Director of Procurement and Sustainability, this role is the deputy leader of the Procurement Service. It oversees key operational functions within the service, including sourcing, contract management and transactions support, through the managers responsible for these areas. The role provides the leadership capacity needed to coordinate activity across the service to ensure effective delivery of the Council's contracting needs.




	Accountabilities 

	Commercial lifecycle integration 
Oversee the development of an integrated commercial lifecycle for the Council. Provide leadership to ensure that the Service operates coherently as a single function, with team managers aligning processes, tools and governance across teams responsible for different stages of the commercial lifecycle. Ensure a consistent interface between Procurement Service and the commissioning and contract management functions in customer departments.

	Innovation and process improvement
Lead innovation and continuous improvement within the Procurement Service and drive improvements in commercial activity across the Council. As a senior sponsor, foster a culture of openness to innovation and the effective use of automation and AI technology within the Procurement Service whilst managing risk effectively. Drive improvement in commercial practice council-wide through convening decision-makers, making the case for change, and securing buy-in and resources to implement improvement activities.

	Senior assurance
As part of the procurement leadership team, provide senior capacity around assurance of procurement documents at decision points for higher risk contracts. As a result, enable senior assurance to be efficient and effective through preventing bottlenecks which lead to costly delays or create risks around the robustness of assurance.

	Compliance oversight
Own the Procurement Service’s approach to compliance with its statutory public reporting, notification and record-keeping duties. Ensure responsible managers establish, document and consistently apply effective processes within their functional areas. As a result, bring service-wide assurance that legal obligations are met, compliance risks are managed and staff have clear procedures to follow.

	Commercial capability
Lead the development of commercial capability within the Procurement Service through establishing a structured framework of training, coaching and knowledge sharing. Drive consistent capability standards across commercial roles throughout the Council such as commissioners and contract managers.

	Quality Management System and Business Continuity
Own the Procurement Service’s Quality Management System (QMS) and Business Continuity Plan, ensuring that they reflect commercial and legal best practice and that appropriate arrangements are in place for their maintenance, review and practical application.

	Senior commercial strategic advice
Represent the Procurement Service on programme boards, steering groups and other senior governance forums, providing strategic commercial advice and challenge to inform decision-making.

	Supply chain incident management
As part of the procurement leadership team, bring senior capacity to resolve supply chain incidents (such as provider failure) that require urgent contracting decisions to protect service continuity or essential council operations.

	Commercial risk management
Work with the procurement leadership team to develop and embed the Council’s approach to commercial risk management, so that commercial risks are identified, evaluated and managed consistently across the Council, improving governance, decision-making and value for money.

	




Person specification

	Skills and abilities:
	Essential (ü)
	Desirable (ü)

	
Strong direction setting capability

Excellent people leadership capability

Excellent influencing and persuading skills across staff at all levels

Strong systems thinking and process improvement skills

Ability to make significant decisions

Sound commercial risk judgement

Excellent commercial negotiation ability

	
ü

ü

ü


ü

ü

ü

ü
	

	Knowledge/Experience
	Essential (ü)
	Desirable (ü)

	
Advanced knowledge of public procurement and contract law

Experience of management at a senior level in a complex organisation

Experience managing a team of procurement professionals

Experience of programme management

Record of successful change management

Experience of driving technology-enabled service improvement

Up to date knowledge of sector tools and innovations

	
ü


ü


ü


ü

ü

ü


ü

	

	Qualifications
	Mandatory (ü)
	Indicative (ü)

	
Professional procurement qualification – MCIPS/FCIPS or World Commerce and Contracting equivalent or other equivalent qualification – or very strong evidence of equivalent skills and knowledge, backed up by very significant public procurement experience

Formal programme management qualification – MSP or equivalent – or very strong equivalent experience, backed up by very significant programme delivery experience.


	
ü
	





ü




	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.



	Other Job Information (special factors or constraints and physical requirements or environmental conditions that the job holder will encounter, including how long they last and how often they occur)

	
N/A




	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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