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Position Description		SA Water
[bookmark: _Toc148940614][bookmark: _Toc216665672]Delivering trusted water services for a sustainable and healthy South Australia
	Position title 
	Supply Chain Excellence and Change Officer

	Business group 
	Business Insights and Excellence
	People leader

	Team Leader Supply Chain Systems and Excellence

	Business unit 
	Supply Chain
	Direct report(s)
	Not Applicable


Purpose
	Responsible for the provision of governance and support services that strengthen the Corporation’s compliance with policies, procedures and legislative requirements, and the development and implementation of change activity plans to support the delivery of Best Practice Procurement change initiatives to improve the delivery and efficiency of procurement services.
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Key accountabilities
Success in this role will be evaluated on the following key accountabilities: 
	Key accountabilities
	Accountability details

	Contribute effectively to the team ensuring efforts are aligned toward achieving team goals
	· Implement the direction set by your people leader.
· Complete specific tasks allocated.
· Collaborate effectively to ensure team goals are achieved by providing input into decision making and problem solving.
· Actively contribute to creating a culture of service excellence.

	Put safety above all else
	· Be aware of and apply roles and responsibilities in accordance with WHS Roles and Responsibilities Procedure.
· Take responsibility for the safety and wellbeing of yourself and others including your own fitness for work (e.g. under the influence of drugs, alcohol and/or fatigue). 

	Contribute to compliance and governance
	· Conduct quality reviews and compliance checks in accordance with the annual review program and procurement governance framework.
· Administer the ongoing procurement document control process and ensure documents are updated in a timely manner.
· Maintain and report quarterly on Corporate Legislative Compliance requirements.
· Assist with the implementation of Government-wide policy changes as they affect procurement.
· Perform timely and accurate compilation of responses to corporate and external reporting requirements and formal information requests as required.
· Achieve 100% compliance with procurement and SA Water policies and procedures.

	Support continuous improvement
	· Lead the maintenance of a mature suite of templates, tools and procedures to support all key procurement activities, reflective of any process changes arising from new initiatives.
· Understand Best Practice Procurement change strategies, identifying interdependencies across the procurement function and wider business and potential implications of approved change initiatives.
· Development and implementation of change activity plans for approved procurement change initiatives.
· Support stakeholder understanding of change activities and their role in delivering the end outcome. 
· Relevant Procurement Strategic Plan activities completed on schedule.
· Coordinate the Annual acknowledgement of Procurement Policy and Procedures.

	Stakeholder management

	· Sound working relationships with internal and external stakeholders based on feedback.
· Provide training to internal business partners in procurement practice
· Ensure business partners are aware of available services, how to access and use them and their obligations.
· Provision of sound and timely procurement advice to business partners and customers.
· Effectively participate in meetings/communications and workshops with internal and external stakeholders in order to achieve a positive outcome.
· Achieve a high level of customer and business partner satisfaction, with any issues resolved in a timely manner.

	Procurement support services
	· Provide procurement and administrative support services in accordance with business requirements.
· Timely and accurate input of data and ongoing maintenance of corporate systems and registers.





Skills, knowledge, experience, behaviours, and attitudes
Key selection criteria: 
	Specialist skills/knowledge, qualifications, licences and/or tickets, and/or equivalent experience, attitudes and/or behaviours critical to the success of this role
	Essential/Desirable

	Sound written and verbal communications skills
	Essential

	Knowledge of, or experience in, audit/compliance assessment of quality and change management processes
	Essential

	Experience in business planning, reporting and communication
	Essential

	Experience in managing multiple tasks, setting priorities and achieving tight deadlines
	Essential

	Understanding of sound procurement practices including the SA Govt procurement framework and legislative requirements
	Desirable

	Experience in template and policy / procedure maintenance, and associated document register administration (e.g. SharePoint)
	Desirable

	Experience in systematic business improvement processes
	Desirable

	Experience in implementing strategic procurement policies and processes
	Desirable

	Tertiary studies or qualifications in a relevant discipline such as Finance, Economics, Logistics, Management, Commerce or Business
	Desirable


Key stakeholder relationships
Stakeholder relationships critical to the success of this role: 
· Procurement Management Team
· Procurement Team
· All business units across the Corporation.
· Internal subject matter experts (e.g. technical, operations, financial)
· Other Government Agencies
· Suppliers and contractors
Special conditions
Flexible hours and some after hours as required.
To ensure your safety in performing the inherent requirements of the role, you will be required to undergo initial and subsequent medical clearances in addition to some immunisations as relevant to your position. 
Depending on the role you will be required to undergo initial and/or subsequent clearance checks to ensure your ongoing suitability for the role.  These may include a criminal police check, traffic check, Working with Children and/or Working with Vulnerable People checks.
Maintain the integrity of the Corporate Compliance Framework by adhering to all organisational and legal obligations. These include, but are not limited to, Legislation, Regulations, Codes of Practice, Licences, Policies, Processes, and Work Instructions – for example this includes the Work Health and Safety Act 2012 and its Regulations, the Code of Ethics for the South Australian Public Sector, our Fair Treatment, Anti-Discrimination and Harassment procedure and Ethical Standards procedures and the State Records Act 1997.

The Position Description outlines what the requirements of the role are.  The behaviours you demonstrate are equally as important, and form part of the inherent requirements of the role.
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We value We do work We keep Our work We are future
our people that matters it real has impact focused
| can bring my whole self to work. We are purposeful. We care We do the right thing. We We are proud to deliver for our We look ahead.
My opinions matter. We value for our environment. keep each other safe. customers and communities. We We embrace change.

each other. We act safely. Everyone contributes. We look out for each other. make every dollar count. We are resilient.
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