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 5/9/20117 General Manager September 2017 

9047 
 

Position Description 
 

A. POSITION PROFILE  

Position: 

Procurement Officer 

Position Occupant: 

 

Position Evaluation: 
Award: Band 2 Level 3 
 
Salary System Grade: 15 

Department:  

Corporate Services 

Section/Group: 

Finance 

Conditions of Employment: 

Local Government (State) Award 
Permanent Full Time 

Location:  

Cootamundra                   Gundagai   

 

Direct Supervisor:  

Manager Finance 

Additional Benefits: 

Nine Day Fortnight 

 

Number of Staff Supervised by this position: 

2 

 

B. STATEMENT OF FUNCTION  

This is a professional role that administers Council’s procurement and stores operations, with responsibility for 
providing purchasing systems that allow Council to achieve best value for money for ratepayers. 

C. KEY RESPONSIBILITIES 

1. Ensure procurement policies and systems are fully integrated with corporate and business planning so 
that organisational objectives can be achieved. 

2. Ensure that procurement policies, systems and practices adhere to the Local Government Act and 
Regulations, and industry best practice. 

3. Ensure the provision of an efficient and effective purchasing service, including the provision of 
administrative support to Council Officers undertaking high value / high risk procurement activities. 

4. Ensure the smooth running and effective day to day operation of the Council stores. 
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C(ii). AWARD SKILL DESCRIPTORS 
 

Administrative/Technical/Trades Band 2, Level 3 
 

Authority and accountability: May be responsible to provide a specialised/technical service and to 
complete work which has some elements of complexity. Make recommendations within the 
employer and represent the employer to the public or other organisations. 

 
Judgement and problem solving: Problem solving and judgements are made where there is a lack 
of definition requiring analysis of a number of options. Typical judgements may require variation 
of work priorities and approaches. 

 
Specialist knowledge and skills: Positions have advanced knowledge and skills in a number of areas 
where analysis of complex options is involved. 

 
Management skills: May supervise groups of operational and/or other 
administrative/trades/technical employees. Employees supervised may be in a number of different 
work areas, requiring motivation, monitoring and co-ordination to achieve specific outputs. 

 
Interpersonal skills: Skills to communicate with subordinate staff and the public and/or 
negotiation/persuasive skills to resolve disputes with staff or the public. 

 
Qualifications and experience: An advanced certificate, associate diploma, appropriate in-house 
training or equivalent combined with extensive experience in the application of skills in the most 
complex areas of the job. 

 
D. DUTIES 

1. Develop and implement procedures and systems to ensure best practice purchasing and stores 
management. 

2. Implement and review policies and procedures that are based on a risk management approach. 

3. Develop and coordinate a centralised procurement process for acquiring council-wide goods and 
services. 

4. Conduct ongoing reviews of current work practices to ensure that at all times services which are being 
provided are cost effective and efficient. 

5. Monitor Council purchasing activities by performing regular sample transaction reviews, checking 
that purchasing activities follow Council policies and delegations, and comply with legislation. Report 
findings to Managers and Directors for follow up and correction. 

6. Coach and guide Council staff in following purchasing policies and procedures. 

7. Communicate with internal customers to be fully conversant with the specifications of materials and 
services required, and end user needs. 

8. Actively participate in regional resource sharing groups, taking advantage of opportunities to join 
regional projects that meet Council’s purchasing needs and that take advantage of regional 
economies of scale. 

9. Maintaining a current working knowledge of NSW local government tender panels and contracts.  

10. Effectively operate the purchasing function, including sourcing products, interviewing supply 
representatives, purchase order placement, expediting of purchases and annual supply contracts. 

11. Critically review quotations, annual quotations and tenders received for the supply of goods and 
services to ensure Council continues to receive value for money. 

12. Develop terms and conditions for a wide range of material and service contracts. 
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13. Develop tender documentation and operate tender procedures in accordance with policy and 
regulations. 

14. Conduct reviews with end users to monitor supplier compliance with contract terms and conditions 
and liaise with contractors to resolve issues if required. 

15. Prepare and maintain a publically available register of contracts that meets statutory reporting 
requirements. 

16. Oversee the stores function and related activities. 

17. Manage and supervise the Stores Officers in accordance with Council's policies and procedures, and 
relevant statutory requirements. 

18. Conduct annual skill and performance assessments of the Stores Officers. 

19. Maintain a strong working knowledge of the Authority system, and provide assistance with the 
implementation of system developments and improvements. 

20. Ensure that all procurement records including quotations are appropriately filed in Council’s Records 
Management System. 

21. Actively participate in relevant regional Civica user group workshops and procurement networking 
and workshops. 

22. Maintain professional knowledge and technical skills by continuing relevant training and 
development. 

23. Carry out any other duties that are within the limits of the employees’ skill, competence and training. 
 

E. ESSENTIAL CRITERIA  

1. Certificate in Procurement and Supply Operations or a related field. 

2. Demonstrated experience in a purchasing role gained at a supervisory level. 

3. Demonstrated understanding of legal and regulatory framework for NSW local government 
procurement. 

4. Strong computer literacy, including with the Microsoft office suite, project management systems and 
business accounting software systems. 

5. Demonstrated experience working with computerised inventory control systems. 

6. Knowledge and understanding of safe handling practices and procedures. 

7. Accurate record keeping skills and attention to detail, including the ability to track the progress of 
ongoing matters and identify and address errors. 

8. Strong customer service skills including clear communication, attention to detail and genuine care for 
the customer experience. 

9. Demonstrated research, analytical and problem solving capability and ability to investigate matters in a 
methodical and detailed manner. 

10. Demonstrated time management skills, with the ability to prioritise and organise own workload and 
work with a minimum of supervision. 

11. Current NSW Class C Driver’s 

 
F. DESIRABLE CRITERIA  

1. Qualifications in either business, commerce or contract law. 

 

 


