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	Key Position Information

	Job Title: 
Purchasing Officer
	Reports To: 
Head of Procurement

	Business Unit:
Finance
	Department: 
Procurement
	Cost Centre: 
013-4250
	Location: 
Head Office

	Enterprise Agreement [EA]
|_| Yes         |X| No
	Name of Enterprise Agreement
Individual Agreement
	Classification [per EA]
N/A

	Incumbent:

	Job Description
[bookmark: Check9][bookmark: Check10]|X| New         |_| Updated
	Date Updated
20/05/2026



	Primary Purpose of Job

	Why does the job exist?  This statement should encapsulate the overall significance of the job from Jewish Care’s point of view.
The Purchasing Officer plays a key role within the Procurement team, working collaboratively with stakeholders across the organisation. In this position, you will actively contribute to achieving optimal value through effective purchasing practices, driving continuous improvement, and supporting process enhancements.
You will work closely with Facilities and the broader Procurement team to ensure all procurement activities and contracts deliver best value for money while maintaining compliance with relevant legislation, including the Aged Care Act and associated regulations.




	Dimensions

	Direct Reports
0

	Indirect Reports
0
	Budget Financial Responsibility
$nil
	Delegated Financial Authority
$nil



	Role Balance 

	People – percentage of time getting things done through others
50%
	Scheduling – percentage of time planning, coordinating
30%


	Technical – percentage of time delivering based on knowledge and skills
20%



	Key Result Area (KRA)
	Key Accountabilities and Responsibilities 
Accountable = “The buck stops here”       Responsible = “The doer”

	Jewish Care Values 
	Act consistently in accordance with Jewish Care values, challenge practices inconsistent with these values and uses values as a basis for managing relationships and decision making.
Adhere to the organisation’s practice and behavioural guidelines in relation to the appropriate treatment of children.
Actively promote and support Jewish Care’s commitment to diversity and inclusion; act in accordance with our relevant Position Statements, policies, and procedures, including those that promote maintaining the standards of our Rainbow Tick Accreditation; and promptly report any breaches of cultural safety. 
Adhere to the organisation’s Code of Conduct. 
Report any suspicions, concerns, allegations or disclosures of alleged abuse to management.
Actively demonstrate our leadership behaviours – empathy, goal setting, personal development and belonging.

	Key Activites of the role 
	· Regularly communicate with Facilities any changes or updates to products and contracts
· Work with Procurement to drive innovation and change. 
· Conduct one-on-one system training for staff
· Work with clinical and non-clinical staff to ensure transparency, compliance and achieving the best value outcomes for JCV
· Coordination and management of all assigned purchasing activities 
· Educate Facilities to understand and embrace purchasing processes and promote the benefits of engaging with the Procurement Team. 
· Follow up with Vendors and Suppliers addressing any product or delivery issues raised by Facilities
· Become a SME on the ERP system from a purchasing perspective

	Self-Development
	· Take responsibility for self-development by actively gaining knowledge relevant to contemporary people and culture as well as aged care, community care and disability research and practice.
· Review current literature, attend professional development, network with peers in similar roles.
· Participate in cross-team projects and learn from colleagues.




	Corporate Accountabilities and Responsibilities

	Team Member 


	· Energetic, collaborative and detail-focussed.
· Perform work safely and complete tasks on time, on budget and in accordance with expectations. 
· Question, debate review with leader and peers.
· Develops performance and career goals and initiates conversation with manager. 

	OHS

	· Be proactive in caring for the health, safety and wellbeing of all people in our work environment.
· Ensure all appropriate actions are taken to implement OHS processes,  procedures, work instructions, training, and legislative requirements.
· Demonstrate initiative in implementing actions that facilitate the continuous improvement of OHS within Jewish Care.



	Key Relationships

	Internal


	· All Staff

	External


	· Vendors




	Values
	

	Commitment to Jewish Care values and philosophy, and capacity to engage with the broader community in demonstrating these values:

	Derech Eretz: Respect 
	[image: ]
	Through client services and program excellence, we treat everyone with consideration and decency and will always act for the good of society.

	Kehilla: 
Community 
	[image: A green and purple circle with white outline icons

Description automatically generated]
	Working together to strengthen our community, to build and support the capacity and resilience of individuals and families.

	Hachlala: 
Inclusion
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Description automatically generated]
	We embrace diversity and work together for a just and equitable society.

	Achrayoot Chevratit:
Social Responsibility
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	Behaving ethically, with sensitivity and acting in the best interests of all.







	Role Required CapabilitiesJob description


	Skills
(the technical skills to do the job at a high level of accomplishment)
	Essential:
Intermdiate Excel skills
Intermediate Outlook Skills
Analytical Skills
Desirable:
Experience with Business Central

	Knowledge & Qualifications
(the specific qualifications required and  knowledge fields are ideally required of the incumbent)
	Essential: 
Attention to detail
Aged Care compliance
Desirable:
Previous purchasing or procurement experience

	Experience 
(the scope of work experiences the incumbent ideally should have gained - including environment, timeframe and context)
	Essential:
Previous purchasing or procurement experience
Desirable:
Further studies in purchasing, procurement or logistics supply chain

	Wisdom
(the sensitive tasks that require good judgement)

	· Great interpersonal skills
· Ability to understand and act on time sensitive issues


	Valuing
(the type of work someone undertaking this role would need to value)
	Cultural surroundings
Compliance and regulatory requirements
Empathy and compassion

	Pre-Requisites
	· Australian Police Check
· International Police Check (where relevant)
· Working with Children Check (if required)
· NDIS Worker Check (if required)
· Commitment to providing professional and safe services to all residents and clients, including children and young people
· Commitment to creating an environment to ensure our clients are safe and free of abuse, neglect, violence and preventable injury
· Unrestricted right to work in Australia (Visa evidence required)
· Covid-19 vaccinations (x3)
· Flu vaccination (where relevant)



Employee Acknowledgement

Please sign and date to acknowledge you have read and understood this position description.
Name:					
Signature:
Date:
A signed copy of the position description must be returned to: 
People & Development at 619 St Kilda Road, Melbourne VIC 3004 or P&D@jewishcare.org.au
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Description automatically generated]
	Jewish Care proudly celebrates and warmly welcomes the rich diversity of our community and strives to be inclusive for all, including the LGBTI+ community.

	[image: ][image: ]
	Jewish Care acknowledges Aboriginal and Torres Strait Islanders as the Traditional Custodians of the land on which we live and work. Our services and supports are provided on the lands of the Boonwurrung people, and we deeply respect and honour their ongoing cultural and spiritual connection to land, waters and community.
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Description automatically generated]
	Jewish Care is an accredited Safeguarding Children organisation. The welfare and safety of all children and young people is a priority.
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	Jewish Care is a significant Jewish community organisation which believes in: the right of Israel to exist as a modern and democratic Jewish state; the right of the Israeli people to live within secure borders; and Israel’s continued protection of the rights and freedoms of all its citizens and minority groups.
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