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	1.
	JOB DETAILS
	
	
	
	
	
	
	
	
	

	
	
	
	Job Reference
	
	
	
	
	
	
	

	
	JOB HOLDER
	
	
	
	
	
	
	
	
	

	
	JOB TITLE
	National Procurement Programme Manager
	
	
	
	
	
	
	
	

	
	LINE MANAGER
	Commercial & Performance Services Manager
	
	
	
	
	
	
	
	

	
	DIVISION
	National Procurement
	
	
	
	
	
	
	
	

	
	LOCATION
	Various
	
	Date Job Evaluated

	
	
	
	
	
	
	
	
	
	



	2.
	JOB PURPOSE
	

	
	To provide NHS Scotland Procurement community and Scottish Government Health Department fully programmed management of the NHS Scotland Contract workplan and single national Benefit Tracker.
 To be the single conduit of programme management and reporting of procurement contract savings to all Scottish Health Boards and The Scottish Government Health Department.
   To ensure that rigorous programme management practices and procurement planning services are provided for the Strategic Sourcing team within the National Procurement. Additional planning services are provided to all Scotland’s Health Boards as the single point of contact for analyzing, reporting and programme managing of fully auditable savings  
To lead and manage the service delivery of a very complex portfolio of Programmes and large projects from work streams to ensure quality and timeliness of solutions within effective cost structures, by setting and monitoring performance targets and agreed work plans.  Ensure progress is reviewed, and that adjustments are made, if necessary, to achieve the results as planned. Ensure all programmes and projects are delivered recognising standard project management disciplines to meet the requirements of the NSS Standing Financial Instructions and associated regulatory requirements. Assuring senior internal management that all projects programme comply with European Union Procurement law guidelines. 
To support the Strategic Sourcing Director and Strategic Sourcing team to ensure savings are realized in line with project timeframes and to work extensively with HB procurement teams to ensure compliance to National Contracts and that savings secured are translated into delivered benefits.
To provide fully accredited audit assurance to NSS senior management
	







	3.
	DIMENSIONS 
	

	
	Scope of National Procurement
	

	
	Annual Spend
	£2.5 bn

	
	Level of Savings Expected:
	

	
	· Strategic Sourcing (incorporating Systems & Planning Stream)
	>£200M

	
	· Logistics
	  >£10m

	
	Budget for Running NP
	£7.5m

	
	Contractor & Supplier Volume
	500 contractors

	
	People Costs:
	£4.5m

	
	Budget Responsibilities
	

	
	The post holder has no budgetary responsibilities
	





	4.
	ORGANISATION CHART 
	

	
	Please see full National Procurement Organisation Chart attached.



	






	5.
	ROLE OF National Procurement (NP)
	

	
	National Procurement has been created to ensure that best practice procurement and supplies management processes are embedded across NHSScotland, within national, regional and local procurement and supplies communities. NP will manage and co-ordinate the process and provide leadership and direction for the on-going operation and development of the national model. NP has primary responsibility for ensuring Procurement delivers best value for its wide customer base and that the savings target set are met. The need to add benefits from better management of strategic suppliers has also been recognised as a priority going forward, and NP will develop and implement best practice contract management and supplier relationship management processes.
National Procurement (NP) is underpinned by the need for buying organisations and stakeholder communities to source goods and services more strategically and in a way that fully leverages NHSScotland’ s substantial spending power. Not only can such savings be captured and sustained, but the quality of products and services provided to the Service from suppliers can also be significantly improved. 
Savings to date since programme inception have totalled £200m of cash releasing savings across NHS Scotland. Critical to the delivery of these savings and to the service improvement targets, is the investment in staff, improved processes, better-enabled systems, and a re-aligned National Procurement. More specifically, NHSS has recognised the need to invest in an improved strategic sourcing capability, better logistics, change management and the implementation of eProcurement and methodology. 
National Procurement will be organised to best manage end-to-end supply chain processes for all those goods and services considered within scope. Initially the focus will be strategic sourcing and supplier relationship management; logistics (in-bound distribution and stock management); and eProcurement (transactional purchasing and payment processes). National Procurement will also take a lead role in the capability development of existing staff within Procurement and the resourcing of additional expertise. NP will establish support services for the core functions and become a centre of excellence for performance management (people and culture, benefits tracking, MIS and KPIs) and for e Sourcing (notably e Auctions and e Tendering). 
Although NP will be led and managed within National Services Scotland (NSS), it will operate in close collaboration with managers and Procurement Staff within the Regional Confederations, Health Boards, Special Health Boards and the Scottish Procurement Directorate. From a strategic sourcing perspective, it will seek to best manage a number of related processes – opportunities management and resource planning, strategic sourcing and negotiation, contract and supplier management and contract compliance. It will work with the Strategic Alliance Partnership (SAP – the representative and consultative body representing the procurement focus in Health Boards), to agree and implement best practice. It will also seek to make best use of existing expertise and systems, to develop capability either by personal development or recruitment and to encourage investment in value-adding technologies and process redesign.
	





	6.
	KEY RESULT AREAS
	

	
	Single point of contact for every Health Board and Government section in relation to contract benefit tracking and reporting. Can also apply to the wider Public Sector in Scotland. Key owner at a national level for all savings reports and detailed analysis
	

	
	Programme Manage each annual contract work plan and provide information to support the strategic sourcing vision through the co-ordination and tracking of procurement activity that fosters and encourages change in order to build a centre of excellence and a high performing team culture. 
 To represent Strategic Sourcing at the Business Managers forum on a monthly basis. This is the forum that shapes and decides National Procurement future strategy and direction. 
Produce programme implementation strategy plans in consultation with local managers and stakeholders along with facilitating the planning and deployment of necessary resources for each NHSScotland organisation and any service providers to enable strategic programme implementations to meet timescales. This will require the post holder selling the vision of the Programme’s goals at all stages to achieve the required benefits to NHS Scotland  
	

	
	Track and report price increases, cost avoidances and variance on national contracts analysing in some cases very detailed and complex data sets
	

	
	Lead and manage the service delivery of complex portfolio of Programmes and large projects from work streams and third party suppliers to ensure quality and timeliness of solutions within effective cost structures, by setting and monitoring performance targets and agreed work plans.  Ensure progress is reviewed, and that adjustments are made, if necessary, to achieve the results as planned. Ensure all programmes and projects are delivered recognising standard project management disciplines to meet the requirements of the NSS Standing Financial Instructions and associated regulatory requirements. 
	

	
	Support the management of the Strategic Sourcing team and Logistic services team within NP for performance development and ensure that the measures promote efficient work practices. Manage the implementation of Strategic programme developments from identification through producing fully costed business cases, scoping and build to implementation across NHS Scotland by engaging with key stakeholders 
	

	
	Identify, monitor, maintain and publish programme performance against agreed deliverables and efficiency criteria contained within the Principal annual agreements between the SGHD and NHS Scotland Health Boards via the construction and publishing of the National Contract Work plan, taking remedial action where necessary to ensure delivery of agreed benefits. Highlighting savings gaps, producing project plans to show how gaps are closed and reduced. 
	

	
	Provide the necessary information and reports that will assist in influencing strategic stakeholders in the Procurement Board, Scottish Government Health Department and the wider NHSS to develop and maintain strategic procurement solutions, which meet their needs and develop and improve customer satisfaction.
	

	
	Provide support and advice to Strategic Sourcing Managers ensuring that they are able to manage the performance measurement and reporting of their teams by using a consistent process and structured plan of activity for Key Performance Indicators 
	

	
	Measure and Monitor the progress of Procurement Objectives and KPI’s for the Strategic Sourcing team in line with the requirements of the National Procurement, in order to deliver the National Procurement Business plan. 
	

	
	Develop and deliver a schedule of contract audits within each contract work plan fiscal year to provide senior NP management and NSS management contract assurance

	

	
	Act as a liaison between the strategic sourcing group and the NHS Scotland purchasing community by distributing progress reports. Fully administering all documents published using the Communities of Practice website
	

	
	To be an overall advocate for programme and project management within the organisation, by promoting and educating line managers and team members to maximise the return on investment available through the consistent application of these techniques.
	

	
	
	



	7.
	ASSIGNMENT AND REVIEW OF WORK
	

	
	In consultation with the Strategic Sourcing Director, Compliance Director the post holder will pro-actively schedule his/her own work in line with reporting frequency requirements.  Communication of progress for the organization against plans to his/her management team will be coordinated in the required formats to ensure gaps are identified or objectives are achieved.
	

	
	
	

	
	The post holder will continuously review his/her work to ensure the highest standards are achieved and will brief the Strategic Sourcing Director / National Procurement Director regularly on progress against delivery of any objectives contained in the Business Plan. Reports on performance are to be created for review against key performance indicators on a periodic basis by stakeholder meetings and provided to the Strategic Sourcing Managers for review with the National Procurement Director. 
	

	
	Line responsibility for the post holder will rest with Commercial & Performance Services Manager taking direction from the Strategic Sourcing Director.   Day to day line management of the post holder will rest with the Compliance Director.
	

	
	The quality and the achievement of annually set personal objectives will be measured via a formal performance appraisal conducted on a quarterly basis with the Strategic Sourcing Director and the Compliance.
	

	
	Judgements & Decisions:
	

	
	Interpretation of requirements from Director NP and Strategic Sourcing Director 
	

	
	Prioritisation of workload – particularly the collation of very complex data
	

	
	Deciding best method of interpretation and presentation
	

	
	Flexibility of workload – particularly during pressure moments
	

	
	Fully accredited audit conclusions
	

	
	Programme and project management promoting and educating line managers and team members to maximise the return on investment available through the consistent application of these techniques.
	




	

8.
	COMMUNICATIONS AND WORKING RELATIONSHIPS
	

	
	Internal 
	

	
	Work with the Strategic Sourcing Director and the Senior NP team
	

	
	Work closely with Commodity/Category Managers, Implementation Managers
	

	
	Promote cross-organisational working and communication within the NP including the Logistical function.
	

	
	Work closely with the strategic sourcing teams to achieve objectives to the NP. 
	

	
	Work closely with other members of the NHS NSS Procurement Management Team, all other Agency and additional NHS Scotland Staff required in order to meet key result areas.
	

	
	Sole accredited Strategic Sourcing internal auditor
	

	
	External
	

	
	Contact with organisations such as Local Authorities and Central Government regarding the service as required by the NHS Procurement  Team
	

	
	Contact customers regarding the service as required by the NP.
	

	
	Face to face, telephone and written contact with suppliers.
	

	
	Regular and frequent face-to-face, telephone, e-mail and written communication with NHS Scotland Heads of Procurement and senior procurement staff, Chief Executive’s , Directors of Finance.
	





	9.
	MOST CHALLENGING PARTs OF YOUR JOB
	

	
	Analysing, reporting and possibly challenging very complex data sets, sent from all Scottish Health Boards on a monthly basis regarding savings from national contracts, local contracts and the tracking, reporting of cost increases. Some of the data and reporting may be very contentious
	

	
	Under taking key internal and very complex audits in challenging potentially hostile environments. Environments where stakeholders are resistant to change. To provide absolute programme assurance to National Procurement senior leadership team and also NSS senior management stakeholders.
	

	
	 Producing work that will assist, support the local Health Board budget setting and staffing strategies from the tracking, analysing and reporting of national and local contract savings. Fully programming a fully documented buy in process that will show complete value add efficiencies for NHS Scotland 
	

	
	To be fully accountable for the proper record keeping of all auditable savings recorded and reported to Health Boards and Government bodies. To be the single point for audit and contact of external audit entities
	

	
	Maintaining a disciplined and consistent structure for the individual commodity teams who are often mobile to expedite the necessary inputs/commodity updates to meet the required programme reporting deadlines;
	

	
	Keeping all stakeholders, including other Programme work streams and NHS Scotland procurement staff, informed as to the progress of the work stream in a focused and timely way.
	



	10.
	SYSTEMS:
	

	
	Business Objects or equivalent data analysis systems
	

	
	Internal systems - understanding of TEAMS, Central, PECOS. Keeping up to date with other systems: Intranet, Procurement Database, access to data-gathering systems internally
	

	
	Microsoft Office – Excel (spreadsheets), Word (Documents), Outlook (Email), PowerPoint (Presentations)
	

	
	Quality systems (ISO 9000 etc)
	

	
	Microsoft Project
	

	
	Q Pulse document management and audit recording software
	

	
	Communities of Practice pan public sector website Strategic Sourcing Administrator
	





	11.
	PHYSICAL, MENTAL & EMOTIONAL EFFORT:
	

	
	Physical:
	

	
	Prolonged use of PC – can be sitting for a full day (less statutory breaks), depending on volume of business
	

	
	If required, visit sites to understand market and assess end users and suppliers – driving a motor vehicle, carrying luggage, variable journey times, potential for long days 
	

	
	Running briefing sessions for internal NP staff and NHS Scotland stakeholders
	

	
	Prolonged use of phone and mobile phone
	

	
	Meetings with Health Boards at various levels of senior management 
	

	
	Internal discussion with Director, Strategic Sourcing Director, Category and Commodity Managers
	

	
	Mental:
	

	
	Concentration – data gathering and discussions with colleagues and stakeholders.                             
	

	
	Data Analysis – from spreadsheets. Highly complex data sets
	

	
	Data Interpretation and briefing/dissemination and reporting
	

	
	Detailed planning and programming against set targets
	

	
	Mental Agility – interaction with colleagues, external stakeholders
	

	
	Pressure of meeting deadlines
	

	
	Emotional:
	

	
	Competing demands  - timescales & deadlines, demands for immediate data, problem solving quickly and effectively, sustained deadlines, volume of figures and information, assessment of current situation, interruptions 
	

	
	Facing demands from Director, senior internal managers and senior 
	

	
	Report writing & change management 
	

	
	Dealing with problems (internal & external sources)
	

	
	Construction and reporting of possible contentious issues to stakeholders possible apposed to change
	




	
	

	12.
	WORKING CONDITIONS:
	

	
	No demands arising from inevitability adverse environmental conditions and hazards.
	

	
	Working in an open plan environment with the attendant issues that arise regarding concentration.
	

	
	Equipment used on a routine basis includes PC, printer, scanner and photocopier.
	

	
	Standard office environment 
	

	
	Time sitting with colleagues to discuss figures and plans
	

	
	Flexibility of working space – laptops at home, in the car etc 
	



	13.
	QUALIFICATIONS AND/OR EXPERIENCE SPECIFIED FOR THE POST BY THE EMPLOYING AUTHORITY

	
	The post holder should be educated to degree level in a relevant discipline. Demonstrate strong analytical and conceptual skills combined with the ability to utilise and develop reports / presentations, particularly in Word, Excel, Project and PowerPoint. 
Be qualified in a recognised project/programme management discipline such as Prince 2 and or MSP.  Be the overall advocate for programme and project management within the organisation, by promoting and educating line managers and team members to maximise the return on investment available through the consistent application of these techniques
[bookmark: _GoBack]
A strong understanding of the procurement processes including the laws governing is required and awareness of the organisation and procurement technology is desired.
The post holder should be a respected, influential and experienced manager with demonstrated written and verbal communication skills in an environment where high levels of change are experienced and where there is an interface with a diverse range of stakeholders and customers that are at a senior executive level. He/she should be highly positive and support innovation; vision and best practice to the operation of NHSS procurement and will provide the reporting tools to support the leadership and direction to achieve the goals including risk and issue identification.
He/She should show considerable initiative, personal, as well as tact, diplomacy and negotiating skills in dealing with a wide range of user groups. Proven time, change, project and programme management skills obtained from previous experience is essential.
A highly organised individual, the job holder will be an analytical and conceptual thinker who works on their own initiative to solve problems as they arise. Strong presentation, workshop design and facilitation skills using various presentation media are necessary.
The post involves travel throughout the UK and therefore requires that the post holder holds a full current driving licence.
	





	14.
	JOB DESCRIPTION AGREEMENT
	

	
	
	

	
	Job Holder’s Signature:
	Date:

	
	Senior Officer/Head of Department:
	

	
	Signature:
	Date:

	
	Title:
	

	
	
	












PCF Director

BDD Interim Director

Commercial & Performance Manager

Postholder
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