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Job Purpose

Provide the University community with expertise and administrative support necessary to procure goods and services according to the current Ontario Broader Public Sector Procurement Directive, Trent Purchasing Policy, the Canadian Free Trade Agreement (CFTA), the Canada-European Union Comprehensive Economic and Trade Agreement (CETA), Canadian Contract Law, and Canada Customs and Revenue Agency (CCRA) requirements.  Maintain effective and positive commercial relationships with the University’s suppliers which includes donors, alumni, local and international businesses, professionals e.g. architect, and other teaching and research institutes.  Develop effective working relationships with University staff and faculty to ensure the goods and services are procured under fair and equitable conditions which follow public sector supply chain leading practices. 

Procurement Services is responsible for collaborating with all facets of the University to provide expertise, advice, support and direction related to institutional procurement initiatives regarding policies, processes, legalities, regulations, strategies, due diligence and public accountability.  Purchasing services include:  

a) strategic sourcing i.e. development of specification and tender documents, collaborative sourcing, construction tendering , management of the bid process, evaluation of proposals and suppliers, review and negotiation of contract language;

b) contract management i.e. developing framework and maintaining centralized database for university contracts;

c) managing the purchase transaction i.e. product sourcing and recommendations, managing customs transactions, sales tax applications, receiving and invoice authorizations;
d) developing and administering purchasing policies and procedures;
e) provision of the VISA purchase card program;  and
f) maintaining the equipment, software, collections and other assets inventory data base. 

Key Activities

Strategic Sourcing;

1. Provide leadership and expertise in the procurement of goods and services to ensure consistent high quality service, best practices and risk management strategies.  Ensure timely, cost-effective and transparent procurement services that meet the University’s needs.  All sourcing activity is governed by Trent Purchasing Policy, the Broader Public Sector Procurement Directive, the Canada-European Union Comprehensive Economic and Trade Agreement (CETA), and Canadian case law on tendering and contracts.
Competitive Sourcing:

2. Lead the procurement process:  Collaborate with academic, research, ancillary and administrative departments to develop performance-based generic specifications, mandatory requirements, and an impartial evaluation and scoring mechanism; to identify possible sources of supply; and to prepare and issue tender documents i.e. Request for Proposals (RFPs), Negotiable RFPs, Request for Quotations (RFQs), Request for Tender, Request for Expressions of Interest, or Request for Information (RFIs).  

3. Manage the receipt of bids:  Confirm compliance with mandatory requirements; work with evaluation committees to evaluate proposals and arrive at a fair and impartial award; develop award recommendation to end user, VP Administration, President or Board of Governors (dependent on value); negotiate changes to requirements; debrief unsuccessful bidders; assist in the response to a bid award protest, and respond to Freedom of Information requests that arise from procurement activities.

4. Award the contract:  Issue the Purchase Order or review / develop a formal contract to govern the supplier relationship, seeking legal review when necessary. 
Collaborative Sourcing: 

5. Increase collaborative sourcing where practical and reasonable:  The Broader Public Sector Accountability Act, 2010 requires universities and institutions receiving more than $10 million in public funding abide by the Broader Public Sector Procurement Directive.  Participation in collaborative purchasing opportunities is one of the mandated requirements of this Directive.  The Purchasing Manager represents the University at collaborative purchasing associations, including:  Kawartha Co-operative Purchasing Group (KCPG), a local group with education and municipal participants; Ontario University Purchasing Management Association (OUPMA), representing all Ontario Universities and several colleges; and Ontario Education Collaborative Marketplace (OECM), a provincially  funded organization created to lead province wide sourcing exercises for the education sector.  Trent also utilizes the Ministry of Government Services Vendor of Record Program.  Trent targets greater than 15% of its applicable spend through collaborative sourcing as part of the Ontario-wide initiative.
Construction Tendering:
6. Oversee construction tendering processes:  Provide expertise, advice and support to Facilities Services with the tendering of construction projects, including the pre-qualification processes for selecting general contractors and professional architectural or engineering services, the evaluation of bids, and the award process in alignment with construction laws and regulations.
Contract Management;

1. Develop a framework and manage a centralized database of University contracts:  Trent currently uses a contract management software module to provide oversight of major contracts to assist with the monitoring, planning and renewal process.  The Purchasing Manager is responsible for building and maintaining the centralized database.
Purchasing Activities;

1. Responsible for certain commodity procurements:  In addition to major purchasing tenders, the Purchasing Manager is also the senior procurement officer responsible for an assigned list of commodities which include: 

· Major Facilities Projects  e.g. construction, renovation
· Major Equipment – Scientific

· Professional Services –  Consultants, Legal

· Telecommunications
· Utilities

· Software

2. Manage e-Requisition approval module:  The Purchasing Manager is responsible for managing the approval hierarchy within the e-Requisition module, including liaising with Information Technology and the Senior Manager, Accounting Services to assign and maintain general ledger expenditure approval rights.
3. Manage the Visa purchase card program, which accounts for over $2 million in annual spend.  The Purchasing Manager oversees the process for onboarding new users and suspension or discontinuance of purchase cards for delinquent users in accordance with University policies.

Develop and Administer Purchasing Policies and Procedures;

1. Responsible for the developing and administering procurement policies and procedures of the University, including the Procurement of Goods and Services Policy, the Supply Chain Code of Ethics Policy, Fair Trade Purchasing Policies, and Disposal of Assets Policy.
2. Purchasing policy and procedures are developed taking into consideration end user requirements, financial controls, resource restrictions within the Finance Office, inter- provincial trade legislation, provincial procurement directives, policies of other Ontario Universities, external funding agency rules and institutional goals e.g. environmental procurement, fair trade practices.  Administration of these policies and procedures involves continuous advising and education of staff and faculty of their responsibilities. 

3. Keep current on relative procurement legislation and outcomes of relevant case law to ensure the University procurement policies, procedures and practices are compliant.
University Assets Inventory;

1. Supervise preparation of the University’s equipment, software, library collections and other assets inventory records consisting of  research, capital and operating fund purchases valued between $2- $5 million annually. Capital items are classified according to 12 asset types and 47 categories, depreciated over 5 or 10 years and individually entered in the University’s inventory module system.  The resulting capital acquisition and depreciation amounts are reported in the University’s financial statements and subject to detailed audit.  Record accuracy, timing of acquisition and proper categorization of assets is crucial.   The asset inventory records are also used by departments and researchers to account for ownership and by Risk Management for insurance assessments.  

Human Resource Management;
1. Supervise a purchasing staff of 3:  Staff responsibilities include purchase of goods and services under $50,000 (Manager generally responsible for high value purchases over $50,000), maintaining supplier information, preparation of the purchase contracts, processing receipt of goods, preparation of invoices for Accounts Payable, management of customs activities including payment of duties and taxes, obtaining import certificates, and preparation of outgoing paperwork.
2. Plans, prioritizes and manages the work of Purchasing Services:  The Purchasing Manager identifies the need for staff resources, makes effective recommendations regarding employee selection, manages performance, conducts formal performance reviews on a regular basis, ensures employees receive appropriate training, and investigates, addresses and resolves employee/labour relations issues including disciplinary matters. 

Education/Mentoring/Consulting; 

1. Advise staff and faculty outside the Purchasing function about proper tendering practices, the requirement of fairness and transparency in all public procurement and how to conduct and evaluate tender exercises.  Continuous education and mentoring is important to avoid legal, financial and ethical issues such as: maintaining confidentiality of supplier submissions; avoiding behind-the-scene dealings with sales representatives; assessing bid irregularities and non-compliances; dealing with potential conflicts of interest on the part of evaluators; identifying biased specifications and evaluation criteria; and ensuring thorough and impartial evaluations under conditions of tight time schedules.  All procurement documentation is now subject to FOI applications and the University’s reputation as well as finances can be negatively impacted the disclosure of tendering irregularities.

2. Mentor and oversee the purchasing activities of purchasing staff:  Procurement activities are subject to increased public scrutiny.  The Purchasing Manager mentors staff on the development of appropriate tender language and evaluation tools that ensure procurement decisions meet institutional needs and are defensible. 

Analytical Reasoning
Development of Tender/RFP Documentation;

Formal tenders/Requests for Proposals (RFP) are conducted on high cost, complex or politically sensitive purchases.  Each tender decision is based on a list of project requirements or specifications and a set of weighted criteria. The criteria and the weightings used vary by project. For example:

a. The purchase of a commodity like bond paper might be based on 90% price and 10% environmental initiatives. 
b. The procurement of food services for Athletics could be based on 20% revenue model, 20% service offering including staffing and hours, 20% food offering including use of local produce, organic products, free trade products, 20% specifications on finish and appearance of service area, and 20% references.  
c. The purchase of consultants for a major project might be based on 40% experience and expertise, 10% financial health of the company, 20% meeting deadlines and 30% price.

The Purchasing Manager engages with the end user to clearly understand their requirements and uses analytical reasoning to develop weighted criteria ensuring the right end result for the particular procurement. The Purchasing Manager works with end users who are subject matter experts with little understanding of the legal and rigid nature of the tendering process. The award must relate directly to pre-established criteria.  

Analysis of Tenders/Proposals;

Analysis of complex proposals containing hundreds of pages of supplier information which must be completely understood and fairly assessed against pre-established criteria.  Analysis includes financial comparison of multiple bids, detailed comparison of non-financial features and assessment of strengths and weaknesses in each proposal.  The final purchase recommendations require approval by VPs (+$100,000), the President (+$250,000) and the Board (+ $500,000) and are subject to the scrutiny of the unsuccessful bidders. The Purchasing Manager must ensure the work of evaluation committees meets current legal standards and can withstand public and legal scrutiny.  The Purchasing Manager is also responsible for providing advice and recommendations when ethical issues are encountered during the bid process, such as assessment of completeness of proposals received prior to evaluation, assessment of conflicts of interest, and changes in scope due to budget restrictions.
Decision Making

Award decision;
Purchasing Manager approves purchase recommendations up to $100,000 and waivers to Purchasing Policy up to $50,000. Above $100,000 the Purchasing Manager provides written recommendations to Senior Administrators and the Board.

Resource allocation;

The Purchasing Office has no control over the priorities of the multiple users of its services.  The Purchasing Manager must constantly adjust resources and streamline processes to meet new project priorities and deadlines.  

Purchase Process Decisions;

Procurements can be conducted using several formats each suited to specific purchase conditions i.e. Request for Quote, Request for Proposals, Negotiable Request for Proposals,  Request for Expressions of Interest, Request for Prequalification, etc.  The Purchasing Manager advises the end user on the most effective process and the appropriate use of sole source justifications.   

Impact

An improperly executed purchase award can have financial impact on the University in the form of higher operating costs as a result of selecting the wrong product or supplier, extra staff costs in responding to bid protests and FOI requests, and legal costs relating to law suits launched by unsuccessful bidders.  Damage to reputation as a result of a questionable or unethical award goes beyond the local community of suppliers, students, parents and tax payers.  Negative press coverage of a University purchase decision can translate into loss of donor support.   Public perception that the University is not fair, transparent or effective in its purchasing practices can impact supplier relations and the recruitment success.  Other impacts include delays in achieving research goals, delays in facility openings and reduction of services to students. 

Education Required

Honours University Degree (4 year) in a Business related field. 
Certified Public Procurement Officer (CPPO), Certified Professional Public Buyer (CPPB) or Supply Chain Management Professional (SCMP) Designation required.
Experience Required

1. Minimum of 5 years purchasing experience with strong preference for Public Sector experience. 
2. Minimum 3 years in a supervisory role.

3. Extensive experience in leading procurement RFXs  and a working knowledge of negotiated RFXs.

4. Strong working knowledge of procurement related law, trade agreements, the Boarder Public Sector Accountability Act, construction tendering, and contract administration.

5. Strong mathematical/financial and computer skills.

6. Demonstrated commitment to customer service and building relationships.

7. Exceptional time management and organizational skills.

Responsibility for the Work of Others

Direct Responsibility for the Work of Others: 

· Senior Buyer
                        

· Buyer                         

· Purchasing Assistant                  

· OWSP Positions (Students)

Communication

Internal:
· Faculty and staff – provide direction and oversee the process of sourcing equipment, goods and services for researchers and departmental users.  Ensure the evaluation process has been conducted in a fair and impartial manner that will withstand external review.

· Faculty and staff – inform and ensure compliance with University procurement policy, Provincial procurement directives and legal requirements around public tendering. 

· Legal counsel – review of contract terms and tender irregularities.

· VP Administration, President, Board of Governors – provide advice on procurement policies and guidelines, use of appropriate tendering techniques and make purchase recommendations over $100,000 VP Administration, over $250,000 to President and over $500,000 to Board.


· Various Directors and Senior Administrators – providing direction on tendering and contract award issues.

External:
· Suppliers - Negotiations, information gathering/sourcing, contract award, supplier debriefings, sales calls.

· Purchasing Directors - local publicly funded institutions – school boards, hospitals, municipal offices, Ontario Universities and Colleges – sharing of procurement expertise and collaborating on purchasing opportunities.

· Strategic Sourcing Consultants at Ontario Education Collaborative Marketplace (OECM).

· Federal and Provincial Tax Authority – confirming tax application on specific purchases.

· External Auditors – University auditors, tax auditors, external granting agency auditors, CCRA auditors.

Motor/ Sensory Skills

· Keyboarding skills - access to information, order processing, business writing.

· Sight – ability to interpret body language and respond appropriately to internal and external contacts.  Used during negotiations and general exchange of information.

· Hearing – Ability to hear and respond appropriately to internal and external contacts.

· Used during negotiations and general exchange of information.


Effort

Mental:
Ability to maintain focus for complex evaluation decisions while continuing to handle high volumes of daily transactions.  Purchasing handles large complex procurements and small dollar procurements.  The ability to maintain focus necessary to complete complex bid evaluations is coupled with the need to respond effectively to phone and email inquiries and everyday walk in emergencies.  The procurement office is constantly working with new and tight deadlines imposed upon it from internal and external customers.  

· Prioritization - Establish priorities between detailed project work and daily emergencies. 15 to 20 day allowance for procurement processes is not factored into most projects. 

· Focus/Multi-tasking - There is a constant need to switch between detailed financial evaluations,  negotiation with outside suppliers, staff training and guidance, unit planning, daily staff inquiries ranging from how to purchase a computer to tax questions,  and management of RFP/tender exercises.

· Ability to work under public scrutiny – Suppliers and the general public can become involved with University procurement decisions particularly if they disagree with the decision the University has taken.  Supplier debriefings are an exercise in public relations.  Communications must be handled with care and accuracy.  The unsuccessful bidder must understand why his proposal was not successful and feel his offer was fairly assessed.  Procurement has increasingly become the focus of laws suits over unfair awards.  At the very least the University can gain the reputation of a poor corporate citizen.   

Physical:
· Long Hours of working at a computer.
Working Conditions
Physical:
· Standard office conditions.
Psychological:
· Lack of control over work load.  

· Multiple competing deadlines.

· Priorities established outside of the department.  

· Lack of staff understanding of the role of procurement.    

· Lack of resources.

· Potential for public scrutiny.

· Multiple high priority projects - A lack of coordinated institutional planning with appropriate time allowed for procurement processes leads to an ongoing situation of high priority projects from multiple areas competing for the limited procurement resources.  For example, a $25,000 scientific instrument, a million dollar steel tender, an unsuccessful supplier requiring a debriefing on a contract award and an airline ticket to an international conference are equal in priority to the end user.  This scenario is a constant feature in procurement. 

· Financial and administrative deadlines – Fiscal year end and research year end and individual grant deadlines cause reoccurring periods of very high activity.  These are known deadlines however most departments hold significant budget decisions to the last minute.  Year end deadlines involve all of the University’s account holders spending the balance of their budgets in the last 2 to 4 weeks of the fiscal year.  Late expenditures also characterize research purchases. 

· Respect – typically the user is a subject matter expert with little time for a procurement process that can use up to a month of limited project time i.e. for many internal staff purchasing is an administrative hurdle to be circumvented if at all possible.

· Resources – a lack of backfill staffing to cover for extended sickness and vacation is an ongoing and constant strain on the department.  
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