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Job description and employee specification
	
Job title:
	
Contracts and Procurement Support
	
Location:
	 
Cheltenham

	
Reports to: 
	
Contracts Manager
	
Working hours:
	
37 hours per week  
(1 Year Fixed Term Post)

	
Job number:
	

	
Salary grade:
	
E

	
Supervises: 
	
 No supervisory responsibility

	
Main purpose of the job:
	
Support the Contracts Manager to deliver effective contract management within Ubico. Ensuring colleagues have access to the right equipment and services to deliver an efficient service for our shareholders. You will be an integral part of the contracts and procurement team liaising with suppliers and internal teams to support the management of contract performance, ensure compliance and effective service delivery. 


	
Key duties and responsibilities: 
	
This job description sets out the key outcomes required. It does not specify in detail all the activities required to achieve these outcomes.

This is what we need you to do:

· Organise procurement and contract review meetings, to include setting agendas and distributing meeting packs to attendees.
· Minute taking at contract review and procurement meetings.
· Coordinating with suppliers and internal teams to ensure outstanding meeting actions are completed.
· Responsible for the timely receipt, checking and internal distribution of contract management information. 
· Maintaining the contracts register and contract management dashboard.
· Keeping up to date contract records covering reporting, invoicing, insurance and compliance.
· Ensuring contract and procurement documentation is recorded centrally to ensure an accurate audit trail. 
· Gather modern slavery and human trafficking reports from suppliers.
· Ensuring supplier portals are maintained, including, checking that correct pricing structures have been applied and user access is up to date.
· Checking inspection sheets against invoices and reporting/resolving any variances.
· Collate and manage invoices and produce summary reports.
· Supporting the Contracts Manager to proactively work with suppliers to ensure that stock levels are maintained.
· In the Contract Managers absence attend meetings with SLT/ELT to discuss the contract risk register.
· Support the set up and implementation of new contracts and closure of accounts.
· Develop professional relationships with suppliers.
· Support in the management of contract supply core lists with the supplier.
· Support all depots in responding to contract related queries.
· Undertake any ad-hoc admin tasks.

All employees of Ubico are also expected to:
· Work to add value to and be a valued member of the team and to be valued by customers.
· Comply with the organisation’s health and safety policies and safe systems of working.
· Work in compliance with the codes of conduct, regulations (including financial) and policies of the organisation.
· Exercise proper and absolute integrity in respect of all confidential matters and the confidentiality of personal and sensitive information in line with current data protection legislation.
· Be committed to and demonstrate the values of the organisation which are to: 

· Deliver quality – what we do, we do well.
· Be safe – look out for yourself and others.
· Do the right thing – make good decisions and treat people with respect.
· Care for our environment – protect where we live and work. Strive to be cleaner and greener.
· Work together – communicate well and help each other.


	



Essential requirements - qualifications, skills, abilities, knowledge and experience: 



	
Qualifications
· Full driving licence and own car available and insured for business use.
· GCSEs (GCSE’s Grade 9-4 or A-Cs, including Maths and English)
· Relevant administrator qualification.

Knowledge and experience
· Proven experience in a similar or related role
· Experience of using Microsoft Office

Skills and abilities
· Ability to record and deal with data accurately and effectively.
· Good interpersonal skills; works together with employees, colleagues and other stakeholders to resolve problems, obtain information and make things happen!
· Is customer focused, responsive, and co-operative with partners
· Good organisational skills.
· Excellent attention to detail.
· Excellent verbal and written communication skills.
· Analyse and interpret data and report meaningful and factual information. 
· Ability to use initiative and work with minimum supervision; proactive and self-motivated.
· Happy to do ad-hoc, administrative and process improvement tasks.
· Strong IT skills, particularly Microsoft Word and Excel. 



	Desirable requirements - qualifications, skills, abilities and experience:
	· Knowledge and understanding of the issues affecting Local Government.
· Knowledge of Public Contracts Regulations and the Procurement Act.  

	Special conditions:

	

	
Date created:
	
	

	
Date reviewed:
	5th February 2025
	

	
Created/reviewed by:
	
Name: Charlotte Biggs
	
Job title: Contracts and Procurement Manager
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