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Description automatically generated]OPERATIONAL PROCUREMENT ASSISTANT  




Key Objectives 

This role is accountable to the Operational Procurement Team Leader and performs purchasing duties in line with the departmental & business objectives to ensure an effective and efficient procurement service. The primary role is supporting our operational teams through the administration and governance of orders and deliveries in line with commercial agreements in place.OUR VALUES
Courage
Solidarity
Conviviality
Respect
Humility


	Main Activities (main day-to-day activities and the outputs of the role the individual is expected to deliver)

	· To support the Operational Procurement Team Leader in the delivery of the procurement service to stakeholders by assisting with sourcing and negotiation with 3rd parties for the fulfilment of orders. 
· Process orders accurately and in line with all category management instructions and ensure compliance with internal procedures whilst communicating and providing governance to the business.
· Develop a clear understanding of the business needs associated with allocated categories of expenditure.
· Navigate Power BI to understand business analytics and spend data. 
· Develop a sound understand of the ERP Requisition to Pay functionality and be able to offer training support to internal customers.
· Ensure that all work is carried out in accordance with company safety rules, health and safety legislation and environmental standards and that operating procedures reflect current legislation.
· Develop close working relationships with stakeholders to ensure continued delivery of services.
· Take ownership of the assigned region ensuring procurement operations meet organizational standards and timelines.
· Work with technical authorities and site teams to add value to both the Procurement process and operational workstreams by engagement and regular site visits. 
· Work under pressure during high volume periods whilst ensuring compliance to all department targets and objectives.






	[bookmark: _Hlk52888148]Measures / Dimensions / Size of job (P&L, Budget, HSEQ, People/Team Management

	· Process a high volume of purchase orders, typically in excess of 500–600 per month, ensuring all are processed within 2 days of approval.
· Negotiate savings in ad-hoc opportunities on non-category spend.
· Proactively engage with technical authorities to develop allocated specialism. 
· Manage AP invoice queries ensuring resolution within 10 days.  
· Participate actively in the Monthly Team Review meetings, preparing and delivering presentations on procurement activities, challenges, and performance metrics related to your region.





	Experience 

	· Previous Procurement experience would be advantageous but not essential.
· Strong Customer Focus with the ability to manage a high volume of incoming calls.
· Comfortable presenting information clearly and confidently to departmental leadership.
· Planning & Organisational Skills with the ability to continuously review and prioritise workload.
· Ability to understand 3rd party quotations and maximise savings opportunities.
· Attention to detail and accuracy of data input is key.
· Ability to work within defined parameters.
· A strong team focused individual able to build relationships.








	Benefits of the role 

	· CIPS Professional Qualification
· Two days working from home
· Flexible working hours and early finish
· Potential for site visits across the UK




	Key Relationships (The list of roles the jobholder most frequently interacts with)

	· Finance Team / Accounts Payable
· Regional Administrators/Site Administrators
· Site Managers
· Vendors
· H&S Managers
· Technical Authorities  
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