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Procurement and Support

Industrial Trainee
Description of the Business Environment:

The IT is responsible for conducting and supporting procurement activities related to the acquisition of general goods and services to meet programme schedule, quality and cost objectives. Responsibilities include, assisting the buyers in developing and implementing purchasing strategies in conjunction with the project management team to satisfy programme objectives; assist in negotiating non-standard terms and purchase agreements as required to meet set objectives; supporting the department in related activities throughout the procurement life cycle including the provision of administrative support.

Duties/Responsibilities:

· Responsible for administering Agreements and the approval system for such Agreements. Liaise widely with the Commercial staff in this activity.  
· To assist in the development as appropriate of a purchasing plan and strategy for procurements, identifying risks and exposures and developing terms and conditions and/or strategy for dealing with them.

· This will include drafting non-standard or unique terms and conditions as well as advocating and implementing competitive procurement action/approach whenever feasible.

· To prepare invitations to tender.

· To assist in evaluating tenders including fact-finding of suppliers' proposals.

· To assist in negotiating price and contract terms with suppliers.

· In conjunction with the buyer act as the focal point for contractual communication with suppliers.  Monitor supplier performance and compliance with contract terms, interfacing with the suppliers' to resolve compliance and invoicing issues.

· To assist in negotiating contract changes and resolution of disputes when necessary, analysis of issues and execution of actions or recommendations to management. 
Essential Skills:

· Strong analytical skills
· Good communicator

· Strong inter-personal skills indicating an aptitude for independence and leadership combined with ability for working in a team environment.

This vacancy requires all successful candidates to be processed for a HM Government security clearance, which stipulates, at a minimum, that the applicant must have been a resident in the UK for at least the last five years.

Desirable Skills:
· Knowledge of additional functional areas such as engineering, manufacturing and production control would be an advantage

Qualifications/Experience:

· Candidates would typically be studying for a degree or equivalent in one of the following:

· Purchasing, finance, business administration and contract law.

To apply please click here
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