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JOB TITLE		Pharmaceutical Procurement & Scheduling Officer
[bookmark: _Hlk172633081]BAND 		4

	Job Summary

	· The post holder will be responsible for the safe, efficient and effective daily delivery of procurement and distribution services by maximising resources within budgetary controls adhering to all organisational policies and procedures and in addition to nationally agreed standards. 
· Responsible for maintenance and review of departmental standing operating procedures relevant to the areas of responsibility and to suggest changes to other relevant Standard Operating Procedures (SOPs). 
· Responsible for the procurement of all medicines, including unlicensed medicines, ensuring the appropriate governance process is followed. 
· Manage the daily procurement within the framework and direction set by the Procurement and Logistics Lead, Production and Quality Managers

	Responsible to

	[bookmark: Text1]Reporting:       

	[bookmark: Text2]Accountable:       
	[bookmark: Text3]Professionally:       

	Responsibilities and Duties

	· Manage and provide a cost effective and efficient procurement service that complies with all legal requirements all organisational and Pharmacy departmental policies and procedures in addition to nationally agreed standards. 
· Monitor and document the system for dealing with Welsh Government Pharmaceutical hazard warnings and other product related warnings and recalls. 
· Supervise an effective stock-take procedure ensuring all stock discrepancies are fully investigated and an audit trail available for any adjustments, as per departmental standard processes. 
· Monitor, reviewing, implementing stock holding levels, identifying slow moving or static lines to record and maintain an appropriate stockholding value. 
· Act as a key contact for pharmacy procurement services and finance related queries from finance and business managers and external partners. 
· Promote the use of appropriate procurement procedures and encourage internal customers and departmental sections to use correct process, contract and governance arrangements e.g. Unlicensed medicines assessment process. 
· Develop effective supplier partnerships and relationship strategies and persuade suppliers to meet organisational purchasing needs.
· Provide specialist advice on processes associated with procurement, storage and distribution of medicines to patients, carers and other healthcare professionals. 
· Train and support all grades of staff on the logistic services. 
· Day-to-day professional supervision of the business support officers working in the procurement section.
· Ensure all business support officers are working to agreed standards with regards to payment and credit management. 
· Maintain databases and electronic systems for the monitoring and reporting of procurement activities. 
· Utilise standard and bespoke reports from the Pharmacy Stock Control system to monitor medicines usage and spend within the pharmacy department, highlighting key areas for improvement to the Procurement Lead. 
· Ensure quality monitoring is carried out and reported appropriately within the procurement system.
· Identify and communicate areas within the pharmacy procurement service for development and improvement, in-line with National developments, e.g. Carter Report and NHS Benchmarking. 
· Identify and calculate the resource or strategic planning implications of any changes and improvements to the procurements system.
· Contribute to departmental and logistics network audits and analysis of key performance indicators against set targets and Royal Pharmaceutical Society guidance for Medicines Procurement. 
· Meet regularly with pharmaceutical suppliers and users to analyse performance and assess customer service satisfaction. 
· Participate in the analysis of pre-adjudication contract documentation to determine the appropriate supplier and ensure any saving or cost avoidance as part of a contract change is maximised.
· Analyse financial and purchasing data for quotes and options for purchases and contract awards.
· Meet regularly with the other hub logistics team via the Pharmacy directorate logistics network to feedback any issues/concerns, discuss key performance indicators, service developments and improvements in ways of working and to ensure compliance with any statutory requirement. 
· Plan and assign delivery times for the manufacture of medicinal products.
· Coordinate and confirm medicines manufacture scheduling with required timelines for the various parts of the process with  collections through the scheduling system with warehouse staff.
· Monitor and adjust schedules based on real-time logistics challenges and resolve scheduling conflicts or delays considering temperature-controlled cold chain logistics where necessary.
· Track and report on stock movements and delivery timelines.
· Provide updates and reports to stakeholders.
· Use logistics software (e.g., SAP, Oracle, or TMS systems) to manage schedules. 
· Communicate proactively with stakeholders to resolve issues.
· Maintain accurate records of scheduled products for manufacture.
· Analyse data to improve scheduling efficiency.
· Ensure all scheduling activities comply with GMP regulations.
· Prepare and manage scheduling documents through the process following the procedure for this.
· Handle unexpected issues like equipment breakdown to identify potential delays or disruptions to medicines supply for Health Boards and Trusts or supply shortages implementing contingency plans and escalating these as appropriate and communicating this to customers.
· Adjust schedules to minimize disruption maintaining supply to Health Boards and Trusts in a time manner for patient’s treatment deadlines.
· Share any relevant information with colleagues in other Health Boards/organisations.

	[bookmark: _Hlk148604444]PERSON SPECIFICATION

	[bookmark: _Hlk148604390][bookmark: _Hlk148604307]Qualifications and Knowledge	

	Essential
Diploma level qualification or able to demonstrate the equivalent level of knowledge, skills and experience.
5 GCSE A to C grade or equivalent RSA Typing Stage III or equivalent.
Commitment to on-going personal and professional development.
Knowledge of contract law acquired through study or experience.
Understanding of health and safety regulations.

Desirable
Chartered Institute of Purchasing and Supply (CIPS).
Qualification Knowledge of EU Procurement & Legislation.
Knowledge of the NHS Wales procurement and stock holding pharmacy system.

	[bookmark: _Hlk148604455]Experience

	Essential
Previous experience of working in the NHS or other public sector organisation.
Experience of working with procurement systems Experience of stock control.
Desirable
Ability to demonstrate a wider understanding of the working of the NHS, particularly pharmacy and prescribing processes.

	[bookmark: _Hlk148604486]Skills and Attributes

	Ability to develop and maintain systems and quality standards. 
Ability to communicate effectively using a variety of media with a wide range of staff from a range of disciplines, internal and external to the NHS. 
Effective negotiation and influencing skills. 
Articulate and assertive decision-making skills.
Advance IT skills, particularly Microsoft Word and Excel.

Welsh Language Skills are desirable levels 1 to 5 in understanding, speaking, reading, and writing in Welsh.

	[bookmark: _Hlk148604582]Other

	Deliver excellent customer service to our internal and external customers, helping us to maintain the customer service excellence standard.
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