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SAVE THE CHILDREN INTERNATIONAL

ROLE PROFILE

	TITLE: Procurement Coordinator

	TEAM/PROGRAMME: 
International Procurement Unit
	LOCATION: 
London

	GRADE: TBD 
	CONTRACT LENGTH: Until end of 2016 

	CHILD SAFEGUARDING: 
Level 3:  the role holder will have contact with children and/or young people either frequently (e.g. once a week or more) or intensively (e.g. four days in one month or more or overnight) because they work in country programs; or are visiting country programs; ore because they are responsible for implementing the police checking/vetting process staff.


	ROLE PURPOSE: 
The Procurement Coordinator is responsible for sourcing and purchasing of goods and services required internationally by Save the Children’s programmes, managing orders and relations for a complex portfolio of countries. They will also support the Procurement Manager in market research and analysis, running tenders and setting up global framework agreements for key items to ensure value for money is achieved through world class sourcing strategies and procurement processes.
In the event of a major humanitarian emergency, the role holder will be expected to work outside the normal job description and be able to vary working hours accordingly.



	SCOPE OF ROLE: 
Reports to: Procurement Manager
Staff reporting to this post: None
Budget Responsibilities: None though the role holder will be expected to drive cost efficiencies on behalf of the organisation
Role Dimensions: Global remit, supporting centre, region and country offices with procurement needs


	KEY AREAS OF ACCOUNTABILITY : 
International procurement:
· Manage international procurement for country programmes in line with procurement policies, processes and quality standards

· Deliver on Save the Children’s global sourcing strategy, combining use of ad-hoc procurement, approved suppliers and contracted suppliers to meet the needs of the programmes 

· Ensure overall best value for money is achieved through a competitive and transparent procurement process considering quality, availability, time frame, transport and storage costs

· Source new products when requested by programmes and work with Save the Children members, regional and country offices, programmes and Technical Advisors to identify quality standards as required

· Advise on best sources of supply and freighting options

· Ensure all orders are processed in timely manner, tracked on overviews, status updates are communicated to programmes, and that all relevant documentation is filed appropriately

· Develop strong relations with key country programmes to support them in improving their ordering practices

Support the delivery of the sourcing strategy:
· Support the Procurement Manager in undertaking market research and analysis, running tenders and setting up global framework agreements for key items

· Oversee suppliers, proactively provide feedback to improve performance 
· Give ad-hoc advice on procurement principles and practices to programmes.


	SKILLS AND BEHAVIOURS (SCI Values in Practice) 
Accountability:

· holds self accountable for making decisions, managing resources efficiently, achieving and role modelling Save the Children values

· holds the team and partners accountable to deliver on their responsibilities - giving them the freedom to deliver in the best way they see fit, providing the necessary development to improve performance and applying appropriate consequences when results are not achieved.

Ambition:

· sets ambitious and challenging goals for themselves and their team, takes responsibility for their own personal development and encourages their team to do the same

· widely shares their personal vision for Save the Children, engages and motivates others

· future orientated, thinks strategically and on a global scale.

Collaboration:

· builds and maintains effective relationships, with their team, colleagues, Members and external partners and supporters

· values diversity, sees it as a source of competitive strength

· approachable, good listener, easy to talk to.

Creativity:

· develops and encourages new and innovative solutions

· willing to take disciplined risks.

Integrity:

· honest, encourages openness and transparency; demonstrates highest levels of integrity


	QUALIFICATIONS  
No specific qualifications are required for this role 


	EXPERIENCE AND SKILLS

Essential

· Demonstrable experience in the end to end management of procurement orders, from timely and efficient processing of orders to ensuring invoices are reconciled and paid according to agreed payment terms 

· Proven ability to proactively manage a busy workload and ensure supplier delivery performance
· Demonstrable experience of solving complex issues through analysis and achieving a clear way forward

· Highly organised with excellent attention to detail 
· Strong administration skills, a proven ability to develop filing systems and databases to ensure an auditable trail

· Highly developed interpersonal and communication skills including influencing and negotiation 

· High proficiency in office applications such as MS Word and Excel

· Commitment to Save the Children values

· Ability and willingness to change work practices and hours in the event of major emergencies including travelling at short notice and for extended periods of time

Desirable
· Demonstrable experience in the identification of new procurement trends and progression of new ideas 

· Demonstrable experience in Freight forwarding

· Demonstrable experience and knowledge of the application of UK VAT 

· Understanding of tendering processes for new suppliers

· Field level experience in procurement and logistics for NGOs in international development and emergency programmes

· Knowledge of  key institutional donors and their compliance requirements in respect of logistics and procurement 

· Working knowledge of French is an advantage


	Additional job responsibilities

The job duties and responsibilities as set out above are not exhaustive and the post holder may be required to carry out additional duties within reasonableness of their level of skills and experience. The job holder will be expected to participate in an ‘on call’ rota approximately once every 6 weeks.

	Equal Opportunities 

The post holder is required to carry out the duties in accordance with the SCI Equal Opportunities and Diversity policies and procedures.

	Health and Safety

The post holder is required to carry out the duties in accordance with SCI Health and Safety policies and procedures.
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