Route Services
JOB DESCRIPTION

	Job Details
	

	Job Title: 
	Purchasing Operations Agent

	Function: 
	Route Services

	Job Reports To: 
	Various

	Location: 
	Various

	Job Number:
	

	Family:
	Supply Chain
	Level:
	4
	Band:
	5

	(Full details on Family, Level and Band can be obtained from Human Resources)

	Job Purpose

	To assist in the implementation and monitoring of agreed category strategies through category gatekeeping and category buying.  Providing a Helpdesk and support function to all internal and external customers through the provision of accurate information on the operation of purchasing processes.  Undertaking assisted buying support to all internal customers for individual low value items.

	Safety Details
	

	
	
	
	
	
	
	

	1.
	This job MANAGES EMPLOYEES (review and undertake the management accountabilities identified in the Managers’ Handbook)
	YES
	
	NO
	(
	

	2.
	This is a KEY SAFETY POST (Section 4.1.2 of the Health & Safety Management System)
	YES
	
	NO
	(
	

	3.
	This job requires SECURITY CLEARANCE (e.g. Running of Special Trains)
	YES
	
	NO
	(
	

	4.
	This is a SAFETY CRITICAL WORK POST ((Section 4.1.3 of the Health & Safety Management System)
	YES
	
	NO
	(
	

	5.
	The job holder is required to hold a relevant TRACK SAFETY competence 
	YES
	
	NO
	(
	


	

	


	Key Accountabilities

	1. Deliver a high standard procurement service to meet the requirements of all internal and external customers.
2. Expert user, providing guidance when required, on all contracts and procurement related systems and processes.
3. Provide accurate advice on the complete range of Contracts and Procurement activities to callers on the helpdesk. 

4. Correct, amend and authorisation of purchasing data including requisitions and purchase orders.

5. Monitor types of call received on the help desk and assist with the development of measures that could reduce time spent on matters of a repetitive nature.

6. Record calls on the helpdesk that indicate process breakdown, identify proposal for process improvement and advise the Purchasing Operations Manager accordingly.

7. Undertake reviews to identify initiatives and changes to processes and standards.



	Job Skills, Experience and Qualifications

	Essential

· Procurement experience, including deep understanding of procurement processes 
· Basic knowledge of pre and post contract management techniques
· An appreciation of compliance and procurement procedures
· Demonstration of skills required to develop and maintain successful relationships with suppliers and customers
· Good communicator with demonstrable excellence is customer service

· Computer literate with competent use of MS office suite

Desirable

· Knowledge of EU Procurement regulations
· Evidence of commercial awareness
· Experience of using electronic sourcing and/or procurement systems
· Membership of Chartered Institute of Purchasing & Supply at Associate level or above or working towards qualification

	Job Description Briefing

	Date Job Description issued to, discussed with and understood by Post Holder 


Name of Post Holder: 
 Signature: 


(I confirm I have been briefed on the requirements of this Job Description and other related documents)

Name of immediate superior: 
 Signature: 


(I confirm I have briefed the Post Holder on the requirements of this Job Description and other related documents)

	Nominated Deputies

	If this is a KEY SAFETY POST (2 in Safety Details above is YES) at least one nominated deputy must be identified.  The Job Holder must ensure that the Nominated Deputy(ies) receives a copy of,  and is briefed on this Job Description.

Name of Nominated Deputy: 
 Signature: 
 Date: 


(As the Nominated Deputy for this post, I confirm I have been briefed on the requirements of this Job)

If there are more nominated deputies, they should sign further copies of this Job Description.


	Amended by:
	David Wasley
	Dated:
	08/2022
	Version:
	1.0
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