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Manchester City Council
Role Profile

Procurement Officer, Grade 6
Corporate Procurement Service, Corporate Core
Reports to: Senior Procurement Officer

Job Family: Business Management

Key Role Descriptors: 

Through an understanding of the business the role holder will contribute to the effective procurement of goods and services to meet the needs of the Council and residents.

The role holder will actively support Council policy and the requirements of procurement legislation to deliver value for money and compliance with EU procurement law and the Council’s Constitution. 

The role holder will ensure the Council’s significant revenue spend is used to maximise the local economic, social and environmental benefits to communities.

Key Role Accountabilities: 

Provide procurement support to stakeholders to ensure resulting contracts for goods and services meet the needs of residents and support the policies of the Council.

Support the planning and delivery of procurement projects to meet the needs of departments involved in the delivery of front line services. 

Build effective relationships with stakeholders to deliver procurement projects effectively.

Identify and advise on efficiency savings arising from procurement exercises, taking into account commercial issues within changing models of service delivery. 

Ensure the procurement of revenue spend is completed to quality and performance standards. 

Support the management of contracts throughout their duration to establish assurance that contracts are fit for purpose and deliver quality and value for money in accordance with the specification.

Promote and develop a customer-focused culture including the values, aims and objectives of the City Council.


Personal commitment to continuous self development and service improvement. 

Provide clear and effective communication to suppliers, partners and departmental staff, preparing and providing regular information and reports relevant to the service.

Where the roleholder is disabled every effort will be made to supply all necessary aids, adaptations or equipment to allow them to carry out all the duties of the role.  If, however, a certain task proves to be unachievable, job redesign will be given full consideration. 



Procurement Officer – Key Competencies and Technical Requirements

Behavioural Competencies 
· We are proud and passionate about Manchester
· We take time to listen and understand
· We ‘own it’ and we’re not afraid to try new things
· We work together and trust each other
· We show that we value our differences and treat people fairly
Generic Skills

Communication skills: Good literacy and numeracy skills to undertake calculations and produce letters and other documentation.

Analytical Skills: Ability to engage with stakeholders to identify information needs and to know how to go about obtaining the relevant information.

Planning and Organising:  Demonstrate the ability to organise multiple tasks in the most effective way, and allocate time and energy according to task complexity and priority. 

Problem Solving and Decision Making:  Is able to make effective decisions on a day-to-day basis, taking ownership of decisions, demonstrating sound judgement in escalating issues where necessary. Be logical in thinking and explain reasoning behind decisions or actions taken.

Project Management: Takes responsibility for allocated project tasks and delivers these efficiently.  

IT Skills:  Skills to use ICT systems to obtain and analyse data and present it effectively through a variety of ICT channels.

Commercial Skills: Ability to collect and report on supplier performance data and apply procurement processes to procurement situations.

Technical requirements (Role Specific) 

· A knowledge of Procurement principles , practices and techniques.
· A working knowledge of relevant procurement legislation including the Procurement Act 2023.
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