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Job Title: Procurement Administrator 
Reporting to:  Head of Procurement

Responsible for: To provide a range of administrative support services for the procurement team                          

Main Responsibilities
· Prepare/create a range of procurement documents in line with the organisation’s procurement processes 
· Update IT systems and in-house databases across the organisations where appropriate.
· Provide administrative procurement support on projects and mini competition activity.
· To manage and control the Online Procurement Tracker through liaison with the Head of Procurement and Procurement & Contract Managers, providing accurate, up-to-date forecasting and management information 
· To process all invoices for fees relating to Project activity and Social Value funding following agreed process.
· Arrange and attend meetings/events as appropriate including organising venues, amenities, agendas, distribution of paperwork, minute taking and coordinate action planning activities arising from these.
· Represent Prosper in a professional and knowledgeable manner to all stakeholders, members and potential members displaying a full understanding of the business. 
· Complete Vendor Management assessments and provide summary information for analysis by procurement team colleagues
· Monitor company Bank Account to record payment of invoices and manage Aged Debt summary status
· Produce communications for Aged Debt recovery activities
· Any other duties commensurate with the grade and level of responsibility of this post, for which the post holder has the necessary experience and/or training
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ESSENTIAL
Experience: 
· Has a proven track-record of delivering excellent administrative support to an office environment and staff;
· Admin support and supporting the management of the procurement process for the full procurement team;
· Ability to effectively manage an online performance tracker;
· Process and raise invoices in accord with corporate policy;
· Maintenance of electronic filing and preparation of meeting documentation;
· Managing correspondence and dealing with external enquiries;
· Scheduling meetings, providing full support to meeting organisers both pre and post-meeting.

Skills:
· Excellent planning and organisational skills.
· Excellent communication skills both written and oral and the ability to speak articulately and confidently.
· Flexible, resourceful and efficient.
· The ability to manage workload and prioritise task requests.

Education:

· Minimum NVQ Level 2
· Advanced Microsoft Office – Excel, Word, Power Point and Outlook.

Attitude:

· Customer orientation.
· Demonstrate exceptional attention to detail.
· Self-motivating, focused, persistent and task driven.
· Full appreciation, awareness and understanding of Equality & Diversity issues.

Behaviour:

· Enthusiastic and demonstrates self-belief
· Strong team working skills and collaborative approach to work-based tasks.


DESIRABLE

· NVQ Level 3
· Experience of working within the construction and/or social housing sector.
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