STEPHEN AUSTIN JOB DESCRIPTION

	Position:  Procurement Manager
	Department:  Commercial

	Reporting to:  Managing Director
	Responsible for: Procurement 



	The Company

Stephen Austin is a well-established confidential and commercial printing company based in Hertford and part of a privately owned printing and newspaper publishing group.  The Company employs approximately 125 staff and handles a broad range of print and related products and services, from large-scale confidential and commercial print and fulfilment contracts to general printing and mailing services.

For further information, please visit www.stephenaustin.co.uk



	Job Purpose/Overall Responsibility:

The Procurement Manager is responsible for customer service and product excellence through the provision of innovative procurement processes, policies and external supplier relationship management. 

Stage one of this role will be to review the current systems, processes and suppliers used for the delivery of Stephen Austin’s commercial and confidential business.  Following successful completion of stage one, the successful candidate may be tasked with reviewing the wider purchasing requirements of the company/overhead as a whole.  
The role will be based at the company’s offices in Hertford.  
Background
Solid background in purchasing and supplier management in print or related industries.  
Key responsibilities
Operations

Development of the Stephen Austin commercial procurement strategy

Design and implement innovative procurement processes, policies and solutions
Procurement of print and related services, delivered on time, to specification
Liaison with suppliers encouraging them to meet organisational purchasing needs, sustainability directives and best value for money

Provision of input and advice on projects as required

Provision of advice on the most suitable suppliers for all jobs
Production of detailed specifications for suppliers

Intelligent use of MI systems for internal and external reporting and decision making
Adherence to systems and procedures at all times including ISO and FSC.
Supplier Management

Negotiate price change or seek new source of provision of products/services

Quickly adapt to ever changing economic conditions
Document purchasing/negotiating activities providing regular written reports in performance/cost savings 
Setting up pricing policies and implementing a framework for all external suppliers

Ensuring departmental contribution to Company saving initiatives are realised
Identification of new suppliers to ensure continued best-in-market service provision 
Ensure legally sound and commercially robust contracts in place and adhered to
Develop, maintain and manage credible and beneficial stakeholder relationships
Ensure procurement best-practice policy and industry regulatory requirements are adhered to
Analyse, develop and where relevant rationalise supply base, ensuring value, stability, performance and market competitiveness are maintained and improved.
Finance
Oversee supplier final pricing ensuring compliance to stated pricing

Commitment to achieve target savings.
Client Management

Develop a good understanding of the internal and external client requirements
Build relationships with internal and external clients and manage their expectations

Professionally handle client enquiries.
Personal Development

Takes responsibility for personal development





	Purchasing Manager – Competencies

Client focus

Develops good practically-based internal client relationships ensuring clear understanding of what is being delivered.

Financial acumen

Is financially aware and demonstrates understanding of the impact of costs on the company’s performance and client requirements.

Quality and operational excellence

Identifies and acts on opportunities for continuous improvement.  

Team working

Works collaboratively with others in pursuit of team goals.  Shares information and ideas with others and is willing to sacrifice own needs to achieve wider team or organisational objectives when necessary. 

Effective communications

Provides clear and well-structured written and oral communication. 

Planning and organising

Plans and schedules activities to ensure the best use of time.  Takes a logical and systematic approach to work.

Drive and enthusiasm

Works with energy and enthusiasm.  

Change Orientation

Positively embraces change, accepts new approaches and maintains own effectiveness in situations of uncertainty.  Takes a flexible approach to work and encourages others to do so.

Judgement

Makes rational, realistic and sound recommendations having considered all relevant information.  

Professional/technical skills

Demonstrates the relevant technical/professional skills related to the role.   

Solves problems based on sound technical knowledge.  




This is a broad overview of the role and does not encompass all aspects of the position.

	Skills
	Description
	Essential
	Desirable



	Skills/Abilities


	Technical

Literate

Numerate

Time management/ Priority management

IT Skills

Communication skills

Negotiation skills
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	Qualification/Training
	Maths – ‘O’ level or equivalent

English – ‘O’ level or equivalent

Relevant Print related qualifications (BPiF)
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	Relevant Experience


	Extensive experience in the printing industry
Estimating background

Extensive experience of Tenders

Preparing reports

Invoicing

Purchasing

Account Management
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	Knowledge


	English contract law
Printing and associated processes

Litho printing

Digital printing

Paper and paper buying

Ms Excel & Word
MIS systems

Prism MIS

Print Finishing
	(
(
(
(
(
(
(
(
	(

	Attributes


	Enthusiastic

Motivated
Analytical
Adaptable

Methodical

Positive
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