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Analyst – Commercial

 
Directorate:   			Chief Operating Office
Team:				Change / Commercial 	
Reports to: 			ICP Commercial Lead
Direct Reports: 			n/a
Financial Accountability:  	n/a

Background
The purpose of this role is to support commercial specialist within the Agency’s change management team providing a proactive, professional procurement service to Homes England to support its objectives. These activities include procurement of works, suppliers, services and equipment.

Job Purpose
The post holder will play a pivotal role in ensuring the successful delivery and adoption of transformational change within a high-value  and complex programme. You will work within a small but highly skilled commercial team to support the tendering award and management of a number fo commercial contracts.

Key Relationships
· Programme / Project Directors and commercial specialists 
· PMO / Portfolio colleagues
· Communications & Engagement leads, Learning & OD (training)
· External suppliers / delivery partners where required

Key accountabilities and responsibilities
Summary of role expectations: 
The analyst will be responsible for: 
1. Delivering transactional and tactical procurements
2. Ensuring timely publication of contract notices on FTS and Contracts Finder
3. supporting joint procurements with other authorities
4. Providing admin and project management support
5. Providing access to Procontract or its equivalent to users and manage user queries
6. Ensuring compliance with procurement policies, delegations, approval processes within Homes England and across Government with MHCLG, Cabinet Office and HMT
7. Contributing to the provision of advice on Spend Controls, delegations and approval processes in respect of procurements and disposal decisions
8. Supporting the training of Agency wide users of the e-tendering portal or it’s equivalent to make the best use of the system.
9. Managing the sign-up process for other public sector bodies that wish to use Homes England frameworks and enable them to access relevant information and systems.   Provide a high-quality customer service to the Agency’s staff, suppliers and OPSB on the use of Homes England’s e-tendering portal, providing prompt and expert answers to questions around procurement of services.
10. Responding to queries promptly and professionally to provide support to internal and external users of agency frameworks, and to any enquiries from suppliers on the frameworks. Undertake periodic analysis of recurring themes to support continuous improvement of frameworks and service delivery. 
11. Providing support to supplier relationship management activities to ensure suppliers are able to participate actively and build a positive working relationship with various teams in Homes England. Coordinate the delivery of bilateral meetings with designated suppliers on an annual basis and arrange ‘all framework’ meetings to be held once every 6 months for designated frameworks.  
12. Preparing quarterly reports on the use of the Agency’s frameworks to support more effective management of suppliers and to inform future ways of working. Prepare clear advice and recommendations to senior management.
13. Supporting and undertaking compliance monitoring activities such as contract transparency, compliance, fraud analysis, disaggregation etc. and produce reports of such activities.
14. ensuring the contract register is up to date with newly signed contracts, with contract extensions and variations and with information on the supplier’s performance
15. updating the cost savings tracker with newly identified saving opportunities and with delivered cashable and non-cashable savings
Supporting experience
· Procurement professional with experience in public procurement. desirable, as is a qualification or specific training or professional experience in disciplines relevant to property, regeneration or housing.
· Proficient in the use of Microsoft Office IT products including Word, Excel and PowerPoint. 
· Desirable: A relevant professional qualification (or working towards)- such as ACCA, MIIA, CCAB, MCIPS, RICS).

Key behavioural competencies 
The post holder will be able to demonstrate their ability to: 
· Delivering at pace -  Working in a fast paced environment of uncertainty and continual change. Able to feel comfortable managing information in order to facilitate making decisions and setting direction without having the full picture.
· Managing a quality service – looking for ways to improve ways of working and the service offered by the commercial team.
· Working with Data – being able to analyse and update data in order to manage delivery of a number of suppliers to meet strategic objectives.

Homes England values
Role model and live our values and behaviours in everything you do and celebrate successes through others: 
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We are empowered to
lead by example, take
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learning and always
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