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	SOUTH AUSTRALIAN PUBLIC SERVICE

JOB AND PERSON SPECIFICATIONS 

DRAFT ASO 4 GENERIC “DTF/SPB EXAMPLE”


	
	


NOTE: USE THE AGENCY’S “JOB AND PERSON SPECIFICATIONS TEMPLATE” AS REQUIRED IN CONSULTATION WITH THE AGENCY’S HR UNIT
Title of Position:  Procurement Officer / Contract Manager 
Administrative Unit:

Department of Treasury and Finance
Classification Code:  ASO 4




Branch:

State Procurement & Fleet Operations

Discipline Code:






Section: 

 



Contract Services
Career Code:
Type of Appointment: As required


Position Number: 
· 
Permanent




Position Created:  

· 
Temporary





· 
Other





Job and Person Specification Approval

All excluding senior positions

.....................................
..../..../....



CEO or delegate






JOB SPECIFICATION

1.
Summary of the broad purpose of the position in relation to the organisation’s goals (its expected outcome and how it is achieved).
SA public Sector Context

South Australian Government agencies represent the largest employer group in South Australia with over 80,000 employees.
The following broad attributes are critical to the wider public service and this agency in this role: 

· Demonstrate integrity and respect and be accountable for individual actions

· Communicate and collaborate with others

· Demonstrate initiative and enterprise 

· Demonstrate capacity to learn and plan to improve self and organisational services
· Apply technology to add value to work practice and services. 
ORGANISATIONAL CONTEXT 

Organisational Role

Insert Agency name, web link and include the “Vision” statement here:

As an example The Department of Treasury and Finance supports the government’s key economic, social and financial policy outcomes through the provision of advice and coordination of resource allocation for government programs.

We also provide financial services to the government and the community covering asset and liability management, collection of state taxes, insurance and superannuation.

Our organisation also supports the government’s target for improved administrative efficiency within the public sector through the implementation and provision of shared services and provision of procurement and fleet management across the SA Government.

Our organisation comprises a diverse group of dedicated people with a wide range of skills including economics, accounting, finance, business services, insurance, superannuation and management.

Our vision is to be an organisation respected for the quality and integrity of our advice, the standard of public sector financial management, the level of service we deliver to our clients and the development of our people.
Business Unit Role

Insert Agency’s “Mission” statement here:
Example - Contract Services supports government objectives in relation to procurement through a range of services and products, including strategic across government contracts on behalf of the State Procurement Board; provision of advisory services to government agencies on best practice in procurement and sales, supply, distribution and disposal for goods across government.

Our business is to provide policy advice and financial management services to the Government of South Australia in order to strengthen state finances and contribute to community well being.

We do this by promoting policy accountability in the public sector based on objective and comprehensive analysis of options, by managing the whole of government financial processes and supporting an efficient public sector.

ROLE

Purpose

Section explanation insert here:

Example - The Procurement Officer / Contract Manager is responsible for supporting agencies plan for procurement of goods and services, undertake procurement, manage contractors and complete contractual arrangements. 

2.
Reporting/Working Relations (to whom the person reports, staff for whom the person is responsible, and other significant connections and working relationships within the organisation
Reports to the Manager, Procurement and Contracting Services. Deals with staff from other divisions, other government agencies, contractors and suppliers.

3.
Special Conditions (such as non-metropolitan location, travel requirements, frequent overtime, etc.)

	Work Status
	Incumbents must hold current Australian work eligibility status 

	Location:
	As per the Agency identified above eg: DTF

	Licences
	Car Licence desirable, but not essential


Some out of hours work may be required.  Intrastate and interstate travel may be required (Insert for specific position if a requirement).
The incumbent will be required to participate in the Departmental Performance Management Program. 

The incumbent may be required to be assigned to other positions at the same remuneration level across the department.

4.
Statement of Key Outcomes and Associated Activities (group into major areas of responsibility/activity and list in descending order of importance).

Key outcomes

· Responsible for facilitating low to medium risk procurements and contributing discrete deliverables in higher risk procurements in accordance with agency procurement standards

· Responsible for the provision of contract administration services for low value, low risk and easy to supply procurements, including monitoring performance against KPIs and reporting on performance issues in accordance with agency procurement standards

· Provides contract administration services for low value, low risk procurements and provides feedback on performance

· Participates in strategic sourcing projects in data gathering and simple analysis

· Undertakes market research and identifies supplier sources.
PERSON SPECIFICATION

1.
Essential Minimum Requirements

(Those characteristics considered absolutely necessary)

· Apply government protocols and levels of authority

· Act ethically and encourage others to act ethically

· Identify and apply low risk management practices

· Manage internal and external relationships

· Administer and manage contracts

· Undertake research and analysis

· Use planning/organisational skills

· Use decision-making skills

· Use numerical skills.
2.
Educational/Vocational Qualifications

(Include only those listed in Commissioner's Standard 2-Quality Staffing, Attachment C as an essential qualification for the specified classification group)

· Applicant to provide details as appropriate.

3.
Personal Abilities/Aptitudes/Skills

(Related to the job description, and expressed in a way which allows assessment)

The following competencies and critical attributes together with conditions outlined under Special Conditions above underpin successful performance within the public service, agency and this role:

· Basic understanding of business and machinery of government

· Knowledge of government procurement framework, policy and legislation, and tender and contracting procedures or equivalent experience

· Well organised with an ability to multi-task

· Knowledge of contract administration or equivalent experience
· Understanding of Project management principles
· Use Microsoft suite of programs to produce high quality documents, spreadsheets, Power Point presentations, flowcharts and diagrams, as well as database management skills

· One to 3 years work experience, preferably in a procurement support role.
4.
Experience

(Including community experience)
Managerial

Not Applicable

5.
Knowledge

Non-managerial staff level
An awareness of the relevant legislation, policies and procedures, including Code of Conduct, EEO and cultural inclusion.

6.
DESIRABLE REQUIREMENTS (To distinguish between applicants who have met all essential requirements).

Educational/Vocational Qualifications

(Considered to be useful in carrying out the responsibilities of the position)

· Certificate IV in Government (procurement)

· CIPS Level 3 Certificate

7.
Personal Abilities/Aptitudes Skills

(Related to the job description, and expressed in a way which allows assessment)
· Applicant to provide details as appropriate.

8.
Experience

(Including community experience)
· Applicant to provide details as appropriate.

9.
Knowledge

*Executive and Supervisory/Management level

Not Applicable

*Non-managerial staff level

An understanding of and ability to work to the spirit and principles of the Premier’s Safety Commitment and the legislative requirements of the Occupational Health Safety and Welfare Act
* Mandatory clauses (include as appropriate)
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