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INFORMATION FOR APPLICANTS

SENIOR PROCUREMENT OFFICER
 (DP Grade)
REF: SPO2/25
      
Closing date – Friday 4th April 2025
	AT 12:00 NOON BST	
Invest NI is an Equal Opportunities Employer.

Invest NI is committed to equality of opportunity and welcomes applications from suitably qualified people from all sections of the community.

At this time, it particularly welcomes applications from people with disabilities and from minority ethnic groups.

Please note: You must submit your application form via email to monitoringofficer@investni.com
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Prior to completing the application form we recommend that applicants familiarise themselves with the contents of this information pack. The pack includes: 
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SECTION 1 - Key Information about the role
Role
This competition will be used to fill a Senior Procurement Officer vacancy within the Internal Operations Division. This post will be full-time, 37 hours per week.  This competition will also be used to compile a list of suitable appointees in order to fill any future vacancies with the same selection criteria that may arise in the 12 months following the competition. 

Salary 
The salary range for this position is £42,315 - £45,351 per annum (Deputy Principal Grade, 2023 Pay Scale).  The entry point for the successful candidate will be at the minimum of the range. 

Pension
We offer all employees access to an attractive pension scheme. Full details can be found on the Principal Civil Service Pensions Scheme (Northern Ireland) website at https://www.finance-ni.gov.uk/landing-pages/civil-service-pensions-ni. 

Location
The role will be based within our headquarters in Bedford Street, Belfast. Our hybrid approach to working allows our people to work a maximum of 60% of their time at home. There is also flexibility to work remotely across our Regional Office Network.

Invest NI Business Groups
Invest NI is organised into seven operational business groups, each headed by an Executive Director: 
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SECTION 2 - Selection Criteria

To be considered for the role, candidates must be able to demonstrate, by the closing date, experience in each of the following essential criteria. Recent has been defined as within the past 8 years.
Personnel Specification

All applicants must, by the closing date for applications, be able to demonstrate the following:
1. Be a full and current member of the Chartered Institute of Procurement and Supply (i.e. hold MCIPS). 

*The successful candidate must hold MCIPS by the closing date of application. The successful candidate must also maintain membership whilst in post. 

2. Recent procurement experience including responsibility for planning and delivering value for money solutions in the procurement of goods and/or services in accordance with Public Sector Procurement Policy and the Public Contract Regulations (2015).

3. Recent experience managing relationships, using good interpersonal skills to provide advice and guidance on the end-to-end procurement lifecycle to ensure best practice.

4. Recent experience in dealing with multiple priorities and working to set deadlines to ensure business needs are met.

SECTION 3 - More about Invest NI 
Invest Northern Ireland (Invest NI) is the economic development agency for Northern Ireland (NI) and is responsible for encouraging and supporting the establishment and growth of business enterprises and especially those with the potential to export. The agency is also responsible for promoting NI for Foreign Direct Investment (FDI). The organisation employs 650 staff, has an annual budget of approximately £150 million and manages a total client portfolio of more than 3000 companies. As a global organisation with a Head Office in Belfast and a regional presence across Northern Ireland, we also have offices in 30 locations outside Northern Ireland covering the Americas, Europe, Middle East, Africa, and Asia-Pacific.  
[bookmark: _Hlk183517406]Our mission is to work with businesses to accelerate their growth by increasing external sales and innovation, creating good quality jobs, boosting productivity and skills, growing inward investment and reducing carbon emissions.
Our vision is that Invest NI is recognised as a leading economic development agency, instrumental in driving a globally competitive, regionally balanced, sustainable, and prosperous NI economy through unlocking the potential of businesses across the region.
[bookmark: _Int_3kaPk8NG]For more information about Invest NI please visit our website at www.investni.com.   


SECTION 4 – Overview of the Role

More about the Internal Operations Division
The Invest NI Internal Operations (IO) Division consists of four core teams; Procurement, Information Governance, Information Communication Technology and Projects Office (Delivering digital technology enabled projects).

We have an ambitious Digital Technology Roadmap / Strategy driving forward end to end continuous improvements across all business areas and further enabling interactions with our customers. 

More about the Role

The Senior Procurement Officer will report to the Procurement Manager.  A key responsibility of the role is to provide the organisation with appropriate contingency and business continuity for the Procurement Team, assisting in alleviating current pressures in respect of procurement across the business.
Key Responsibilities
The main responsibilities of the role are as follows:
· Implementation and management of Invest NI’s procurement strategy, processes, policy and procedures and the development and monitoring of Invest NI’s Procurement plan and contracts register.
· Providing advice, guidance and operational support on procurement matters across the organisation in accordance with Invest NI’s and DoF procurement policy.
· Developing tender and contract documentation in line with public procurement legislation and policy.
· Providing advice, guidance and support to the organisation in respect of contract management of suppliers in accordance with best practice guidance.
· Managing and lead procurements in accordance with Invest NI and DoF Policy.
· Support the Procurement Manager by acting as another contact between Invest NI and the Department for the Economy’s (DfE) and Construction and Procurement Delivery (CPD) thus ensuring effective prioritisation of the organisations’ projects.
· Assist and deliver regular training to Invest NI employees in relation to the procurement life-cycle. 




SECTION 5 - Benefits package

Holidays
Your annual leave entitlement will be 25 days per annum with an additional 12 Public and Privilege holidays.  The leave year runs from 1st February to 31st January.  Leave entitlement in the period prior to the start of the new leave year is calculated on a pro-rata basis.

You may work flexibly between 7am and 7pm but must take a minimum of half an hour for lunch.  You can work in HQ from 7.30am.  At management discretion, staff who have built up enough hours each month may take up to a maximum of 3 flexi days. This can also be taken as half days. A credit of up to 3 days or a deficit of up to 2 days may be carried forward into the following month.

Learning and Development
Invest NI is committed to supporting staff to reach their full potential.  Invest NI actively develops all staff and invests significantly in training and development for business success and personal growth.  This includes on-the-job training, external training and, where appropriate, further education.

Other benefits
Maintaining a positive work/life balance is important to Invest NI and we have a range of policies to help achieve this including flexible working practices, for example parental leave, provision of special leave for emergencies and employee welfare services.  

You will have access to a number of other schemes including Healthcare, Cycle to Work, and Annual Commuter Travel Card.  

We also have a variety of vibrant Employee Connection Groups as part of our commitment to Diversity & Inclusion, and a Sports and Social Committee. Invest NI promotes positive health and wellbeing through regular events and initiatives throughout the year.

Section 6 – Appointment

The appointment will be permanent and full-time.  If successful, you will be expected to take up the position as soon as possible. Should you decline an offer of appointment, you will not be offered any future posts to be filled from this competition. 

Prior to taking up your duties, you must supply a copy of your birth certificate and enter into an agreement setting out the terms of your appointment.

References
Your appointment is subject to receipt of two satisfactory references.

Vetting Requirements
Your appointment is also subject to a background check - Invest NI will organise a Criminal Record Check on successful applicants to be carried out by Access NÍ. The category of AccessNI check required for this post is Basic Disclosure Certificate. You should not put off applying for a post because you have a conviction, and any disclosure will be seen in the context of the job description, the nature of the offence and the responsibility for the care of existing clients and employees. We deal with all criminal record information in a confidential manner and in accordance with our Privacy Standard.  Information relating to convictions is destroyed after a decision is made.

More information can be found on http://www.accessni.gov.uk/.  If you are being considered for appointment, you will be asked to complete the AccessNI application form. Please note that a request to complete this form should not be seen as a guarantee of an offer of appointment. Failure to complete the application form and return it within the specified time will be regarded as ‘no longer interested in the position’ and your application will be withdrawn.

Criminal Record information is subject to the provisions of the Rehabilitation of Offenders (NI) Order 1978. A copy of Invest NI’s Policy on the Recruitment of Ex-Offenders is available upon request.

Conflicts of Interest 
Candidates must note the requirement to declare areas of actual, potential or perceived conflict with the interests of Invest NI.  You will be required to make such declarations upon offer of employment and annually thereafter for Invest NI’s consideration.  You will be required to abide by the rules adopted by Invest NI in relation to private interest and possible conflict with public duty; the disclosure of official information; and political activities. 

Probation
You will be subject to a 10-month probationary period.  At the end of this period, subject to satisfactory performance and attendance you will be confirmed in post.  If your performance, conduct or attendance during this period is not satisfactory your appointment may be terminated.

No Smoking Policy
Invest NI operates a non-smoking policy in all its offices.

SECTION 7 - Selection Process

Completed applications, demonstrating the experience and skills sought, must be submitted to monitoringofficer@investni.com by 12:00 noon BST on Friday 4th April 2025.

All applications for employment are considered strictly on the basis of merit.

Canvassing 
Canvassing in any form is not allowed at any stage of the process. 

The Application Form
To ensure equality of opportunity for all applicants:

1. Only completed applications on the application form will be accepted.  CVs or any other supplementary material in addition to completed application forms will not be accepted.

1. Applicants must complete the application form in Arial size 10 font, or block capitals using black ink.

1. The space available on the application form is the same for all applicants and must not be altered or re-formatted and applicants must adhere to the specified word count.

1. If you are submitting your completed application form electronically, you must ensure that it is sent via email as an attachment (either as a PDF or Microsoft Word document only). Forms sent via any other online method or converted into any other digital format, or which Invest NI deems unsafe to open, will not be accepted. 

1. Applications which are received after the closing date and time will not be accepted. 


Other points to note:

1. You should ensure you provide evidence of your experience on your application form, giving length of experience, examples and dates as required. Please refer to the Privacy Notice in this information booklet for information as to how your personal data will be processed, stored and shared by Invest NI. 

1. It is not sufficient to simply list your duties and responsibilities.  Invest NI will not make assumptions from the title of your post as to the skills and experience gained.  It is vital that you highlight your specific role and contribution by using actual examples to illustrate your experience against the selection criteria.

1. Applications which do not provide the necessary detailed information in relation to the knowledge, skills and criteria required will be rejected. 


Equal Opportunities Monitoring Form:
Invest NI is an Equal Opportunities Employer and to help ensure that we meet our Equality of Opportunity obligations, we monitor the composition of staff and applicants.  This monitoring helps to assess whether any of our policies, procedures or activities are operating to the detriment of any particular grouping within our diverse society. Therefore the monitoring form included with your application form is regarded as part of your application and should be completed and returned.

The monitoring form will not be available to the selection panel. It will be separated from the application form by the monitoring officer and transferred to a computer-based monitoring system.  There it will be protected, access restricted and used strictly in line with our Privacy Notice. 


Shortlisting

A shortlist of candidates for assessment and interviews will be prepared on the basis of the information contained in the application. Responses in your application form should demonstrate how and to what extent you satisfy each of the criteria outlined.

Applications will be shortlisted against Selection Criteria 1 - 4.

Invest NI will not make assumptions from the title of the applicant’s post or the nature of the organisation as to the skills and experience gained, and it is not appropriate simply to list the various posts that an applicant has held. 
 
It is vital that you highlight your specific role and contribution by using actual examples to illustrate their experience against the criteria.

Only those candidates who, from the information supplied on the application form, most closely match the selection criteria for the post will be shortlisted.

Application forms which do not provide the necessary detailed information in relation to the knowledge, skills and criterion required will be rejected. 


Interview and Assessment 
 
Shortlisted candidates will be invited to the next stage of the selection process which will include an interview and assessment, to be held in late April 2025. The topic for the assessment will be provided on the day with time allocated for preparation.  
 
The selection panel will assess candidates against the interview and assessment criteria as appropriate.   
 
Interviews and assessments may be undertaken in a virtual environment. Further details will be provided to those candidates successful at shortlisting. It may not be possible to offer alternative dates. 

The panel’s decision at every stage of the selection process is final.

Section 8 – Interview Guidance 
 
Interview guidance is available by clicking the link below: 
 
invest-northern-ireland-Interview-guidance.pdf (investni.com) 
 
 
Section 9 – Equality of Opportunity 
 
Invest NI is an Equal Opportunities Employer. You can read our Equal Opportunity Statement by clicking on the link below: 
 
Equality of Opportunity.pdf (investni.com) 
 
 
Section 10 – Job Applicant Privacy Notice  
 
Please ensure that you read our Privacy Notice for Job Applicants which is available at the link below. This privacy notice sets out the basis on which we process (i.e., collect, organise, store, use, access, retrieve, share, delete) your personal information as part of our candidate application and recruitment process. We are required to notify you of this information, under data protection legislation.  
 
Invest Northern Ireland - Privacy Notice for Job Applicants (PDF) (investni.com) 
 

 

		Communications Executive (COE/16)

SPO2 / 25                                                                                                                                                                           Page 14 of 14
image1.jpeg
'S T
Invest ".

Northern
Ireland




image2.png
Strategy & Marketing &

International & Skills Communications.

Regional Business Business Growth People & Culture

Partnerships





