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Job Description

	Job title:
	Senior Procurement / Sub-Contracts Officer

	Grade:
	P2

	Division:
	Commercial

	Reports to:
(job title)
	Head of Commercial and Procurement



	JOB PURPOSE

	
To provide advice and guidance on procurement, subcontract and export matters across the business and all MASS sites.


	KEY DUTIES AND RESPONSIBILITIES

	Procurement
· Lead the delivery of sub-contract activities and other procurement related services which may be required by the business;
· Lead relationships with MASS suppliers, holding reviews, ensuring performance management, risks and impacts;
· Negotiate complex agreements and risk/reward mechanisms for business case models;
· Translate customer / project requirements into commercial documents;
· Understand mechanisms of mitigating risk associated with entering into commercial agreements;
· Develop and negotiate robust contracts for services, intangible and tangible deliverables;
· Working in collaboration with cross functional stakeholders to ensure the flowdown of appropriate terms and conditions from customer contracts to enable compliance with contractual obligations and mitigate commercial / contractual risks;
· Promotes customer intimacy in both internal and external relationships;
· Focal point for project and suppliers regarding contract and supply base matters;
· Drives and leads strategies to influence business decisions throughout the project life cycle;
· Identify solutions for complex areas of potential risk /opportunity e.g. sub-contract risk, IPR, liability and exchange rate exposure etc. and deliver solutions/mitigations;
· Ensure MASS Finance system (Focalpoint) is aligned to reflect agreements.

Export Control
· Understanding of export control legislation and guide/advise on all aspects relating to export requirements of the business;
· Control and apply for all relevant export licences / documentation;
Ad Hoc Tasking
· Undertake other tasks to support the Commercial department where required;
· Comply with Company policies and procedures (including the Business Management System);
· Adhere to the Company values.


	COMPETENCIES

	General Profile:
· Requires working knowledge of principles and practices in an area of work
· Performs a range of tasks related to an area of work, applying relevant guidelines and processes
· Continues to build knowledge of MASS and its ways of working
· Receives a moderate amount of direction and guidance from senior / more experienced colleagues
Job-Functional Knowledge
· Requires expanded conceptual knowledge in own knowledge area and broadens capabilities
Business Expertise
· Understands MASS key business drivers.  Uses this understanding to accomplish own work
Leadership
· Provides informal guidance to new team members
Problem Solving
· Solves problems in straightforward situations
· Analyses possible solutions using experience, judgement and precedents
Impact
· Impacts quality of own work and the work of others on the team
· Works within guidelines and polices
Interpersonal Skills
· Explains complex information to others in straightforward situations

	QUALIFICATIONS / EXPERIENCE

	
Essential:

· SC security clearance as a minimum.
· Experience in a commercial / contract management capacity
· Proven experience of negotiating, managing and changing contracts
· Proven capability in forming and maintaining beneficial partnerships
· Understanding of basic business finance, profit and loss, margin and mark up, escalation, foreign exchange
· Excellent communication (written and oral) and interpersonal skills that enable building and maintain relationships with customers and colleagues
· Dynamic and tenacious, with strong interpersonal skills, with ability to influence and persuade others
· Ability to work unsupervised at times
· Ability to promote a culture best practice and excellence, sharing of knowledge within the commercial department and across the wider business
· Ability to obtain positive outcomes, with a strong desire to win business and adopt innovative approaches to winning new business
· Proficient in Microsoft Office suite

Desirable:

· Degree-qualified (or equivalent), ideally in Law or Business Related. Significant domain experience, studying towards of achievement of MCIPS is preferred.
· Understanding of Export Control and Compliance, including UK export and ITAR
· A desire to learn and self-improve





---------------------------------------------------------------------------------------------------------------------------

Declaration

“I have received, reviewed and fully understand the above job description. I further understand that I am responsible for the satisfactory execution of the essential functions described therein”:

	Name:
	

	Signature:
	

	Date:
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DISCLAIMER: This is not necessarily an exhaustive list of all responsibilities, duties, skills, efforts, requirements or working conditions associated with the job. While this is intended to be an accurate reflection of the current job, management reserves the right to revise the job or to require that other or different tasks be performed as assigned.
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