
 
 

 

 
 

 

 

Principal Procurement Specialist 
Position Description 
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Department Procurement 

Reports To Team Leader, Strategic 

Procurement  

Direct Reports No 

Queensland Local 

Government Industry 

Award - State 2017 -

Stream 

Stream A - Division 2, Section 1 - 

Administrative, clerical, technical, 

professional, community service, 

supervisory and managerial 

services 

Moreton Bay 

Regional Council 

Certified Agreement 

2022 EBA5 Wage 

Level  
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Level 7 

 

Position Purpose 

This is a senior position in the team responsible for the implementation of best practice procurement 

across a range of procurement specialisations including Sourcing, Category Management, Contract 

Management and Supplier Relationship Management.  The Principal Procurement Specialist provides 

specialist procurement advice for strategically important contracts/procurement matters and drives the 

delivery of value for money through the development and execution of best practice category and 

sourcing strategies. 

 

Key Responsibilities and Outcomes 

As a Principal Procurement Specialist and member of the Procurement Department you will: 

• Lead the development and implementation of category strategies and plans including undertaking 

or managing analysis, strategic thinking and decision making through the full category 

management lifecycle with minimal supervision from senior officers. 

• Develop and execute quality sourcing and contract management plans for contracts of strategic 

importance to Council (i.e. High Value / High Risk), by directly performing the associated 

procurement planning, market engagement, evaluation planning and assessment, negotiation 

planning and activities, contract award and ongoing contract management (including supplier 

relationship and performance management). 

• Lead strategic negotiations with internal and external stakeholders including suppliers. 

• Work with Team Leaders to identify, evaluate and implement innovation opportunities with 

suppliers and other external organisations, internal stakeholders, and Council customers to deliver 

on Council’s vision for Moreton Bay and the Corporate Procurement objectives. 

• Undertake value chain analysis, design, and implementation to deliver improved outcomes for 

Council customers and to optimise the efficiency and effectiveness of the value chain. 

• Undertake necessary reporting and analysis for evaluation of compliance, analysis of expenditure, 

review of savings opportunities, and assessment of benefits realisation including development and 

implementation of initiatives to drive value and efficiencies both within the category and across 

relevant areas of Council. 

• Provide leadership, guidance and training to the procurement officers to drive a high performance, 

continuous improvement and a customer focused culture.  



 

• Act as a point of escalation for procurement matters requiring strategic specialist advice (i.e. High 

Value / High Risk contracts). 

• Build and maintain high level relationships with key internal and external stakeholders and work in 

a collaborative team environment to ensure efficient and accurate procurement outcomes are 

achieved.  

• Write formal reports, business cases and other forms of complex correspondence to a high 

standard. 

• Provide specialist advice and assistance in the development and review the procurement policies, 

processes and frameworks to support Council staff in achieving best practice procurement in 

accordance with Council’s policies and procedures. 

• Project manage key activities which support a move to strategic contracting, including the 

implementation of new systems/processes, and effective change management.   

• Assist with the development and ongoing management of the Procurement Contracting Plan. 

Provide specialist advice which enables effective program management, including negotiating 

timelines/priorities/expectations with key stakeholders at all levels. 

 

 

Our Values 

Our values shape the way we behave, how we interact with each other and our customers. They 

underpin our decision making and are our guiding principles for how we work every day.  As a team 

member you will take individual accountability for demonstrating the values expectations and 

behaviours. 

 

 

 

Decision Making 

Budget N/A 

Delegations Delegations under the Local Government Act 2009 and 

as directed and published in Council’s Delegation 

Register 

 

Knowledge & Experience 

• Extensive procurement experience across a range of specialisations including sourcing, contract 

management, category management, and a strong commercial background. 

• Demonstrated experience in developing and implementing sourcing and category plans, 

subsequent sourcing activities, contract management and administration (including supplier and 

performance management) and benefits realisation.  

• Extensive knowledge and experience providing specialist advice for procurement matters of 

strategic importance in a local government environment or similar.  

• Detailed knowledge of the relevant legislative and contractual requirements for the provision of a 

high-quality contract management and contract administrative service throughout the total life 

cycle for capital and operational programs/projects and contracts.  

• Demonstrated experience in procurement analytics, value creation and opportunity analysis. 

• Well-developed and proven negotiation skills, with an ability to balance price / quality / relationship 

trade-offs with suppliers to achieve optimal value for money. 



 

• Extensive stakeholder management skills with ability to negotiate best value outcomes with 

internal/external stakeholders and suppliers. 

• Demonstrated project management experience.  

• Exceptional people and relationship management skills with the ability to work in a positive team 

environment, communicating and engaging effectively at all levels. 

• Excellent time management skills to achieve proficiency and effectiveness in managing conflicting 

priorities and meeting deadlines. 

• Demonstrated expertise in leading changes to business / procurement systems, processes, 

policies and frameworks. 

 

Qualifications 

• Current “C” Class Driver’s Licence. 

 

 
Note: This position description reflects a summary of the key accountabilities of the position, it is not intended to be an all-

inclusive list of duties, steps and tasks. Leaders may direct team members to perform other duties at their discretion. 

 

 


