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Role definition

	Job title:
	Procurement & Contract Manager

	Reports to:
	Head of Supply Chain

	Direct reports:
	Buyer(s)

	Business unit:
	BakerHicks
	Location:
	Project office – Sittingbourne


Summary

	The Procurement & Contract Manager will manage the procurement and contract administration function on BakerHicks (the Company) projects which involves supply chain development, procurement strategy, tendering and evaluation, negotiation and contract management. The role also includes an input to main contract T&C reviews.

The ideal candidate will have had previous experience in the procurement and contract management/administration of goods and services in the construction industry and will be a key member of the project delivery teams for a range of challenging projects of significant scale and complexity. Experience in regulated process sectors would be an advantage. 

The candidate will be familiar with standard Forms of Contract (JCT and IChemE) used in the UK and may be required to provide advice and guidance to others in the way in which the Contracts are to be administered. 


Key objectives (4 maximum)
	· To administer the process of procuring equipment, contracts, subcontracts and services for the Companies projects

· To work closely with project teams and customers delivering a service to fully meet their requirements and develop repeat work through excellent performance and quality.

· To assist the review of main contracts (between BakerHicks and our customers) and provide advice to project teams.
· To administer contracts both on behalf of the Company and our Clients including payments, variations, expediting and forecasting


Principal responsibilities and accountabilities
	· Administer the procurement process from pre-qualification to order/contract commitment

· Negotiating and positioning the Company and its customers in advantageous positions when procuring goods or services.

· Development and Negotiation of Terms and Conditions in line with the Form of Contract 

· Claims/variations negotiations and contract close-outs

· Comply with Company and Client Quality Assurance and Management system
· Based at or attend site as required to support projects, this may involve travel and time away from the home office

· Actively contribute to safety reviews and initiatives developed by the Company and liaise with suppliers and contractors on matters of health and safety performance from a commercial standpoint.
· Attendance of training as required to support job role and to develop individual skills

· Liaise with Company and Client suppliers and contractors providing equipment packages or specialist services, to ensure contracted compliance of their work including deliveries.
· Effectively report progress to Project Managers for related work and take ownership for the timely delivery of purchase orders and services contracts both ‘for and on behalf of’ and direct BakerHicks orders and contracts.
· Develop positive relationships with Clients through professional conduct and delivering a quality service.


Person specification

Qualifications and training

	· Member of the Royal Institute of Chartered Surveyors with relevant procurement experience
·  Relevant degree 


Technical skills and experience

	Personal Attributes:

· Strong demonstrable communication and interpersonal skills, particularly the ability to influence and negotiate both internally and externally 
· Team player, willingness to work extended hours on occasions when required to meet deadlines
· Ability to work well within a team of other professionals (engineers, designers etc.) in delivering services to satisfy the agreed brief

· Ability to effectively manage own time across multiple tasks / projects and to prioritise workload

· Excellent time and cost management skills to deliver to schedule and cost as required in the project budget

· Ability to supervise the work of others
· Ability to work accurately and methodically under pressure and strict deadlines, which includes the ability to juggle multiple tasks
· Keen eye for detail and an ability to produce right first time
· Ability to accept challenge from internal and external sources and negotiate mutually agreeable solutions
· Flexible to travel and spend time on site as required to support projects
· Willingness to challenge decisions that are perceived as unsafe or against best practice
Required Skills & Experience:

· 15+ years’ experience as a procurement / contracts manager in the construction or related industries.

· 10+ years’ experience as a procurement / contracts manager in the Life Sciences sector

· Good knowledge of the engineering and construction market preferably gained with an engineering contractor

· Strong knowledge of all commonly used model Forms of contract for UK services and supplies specifically the IChemE contracts.

· High level of proficiency in the use of general Microsoft Office software i.e. Word, Excel, etc.

· Experience using COINS Systems
· Chartered Membership of RICS with relevant experience
· Excellent knowledge of current UK procurement / finance legislation requirements (corruption etc) 
· Understanding of the Engineering Design process 
· Full UK driving license

· Experience of interacting with Client representatives 

· Experience of working with construction and engineering contractors
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