
Job Profile
Commercial Officer – Traffic & Transport
Grade: 8/9 		Date created: Sept 2013	Updated Jan 2026          						 	          
	
About the Job:  Working as part of the Council’s Traffic & Transport area within the E,E & I Directorate, you will support contract management and tender activity providing specialist support or analytical services to the teams various projects. This role works flexibly to support the commercial needs of the Council. Success will depend on developing critical relationships at all levels, particularly with commissioners, outcome managers, project managers and other support services. You will be expected to demonstrate a good level of procurement and commercial knowledge and may be required to assist with discreet procurement projects. 

	
This is what we need you to do - Provide commissioners within the Traffic & Transport team, with commercial support so that customer outcomes and value for money requirements are met or exceeded. Specifically you will need to;
· Utilise specialist knowledge and expertise to support the achievement of superior commercial outcomes.
· Assist with market and supplier research to inform the development of commissioning and commercial thinking.
· Assist the support of procurement/commercial projects and attend project/review meetings as required.
· Assist with the assessment of Social Value and work to maximise it through your work.
· Ensure effective communication and engagement with stakeholders and partners (including external suppliers).
· Assist with the assessment and management of risks associated with each activity.
· Keep up-to-date with relevant policy and legislative changes.
· Ensure compliance with all legal and Council requirements and policies.
· Work to support specific tendering activity and projects.
· Support the development of commercial strategies and relevant reporting system.

	


As part of the annual appraisal, targets will be developed in conjunction with the post holder and will supplement this job profile.  The job profile will be subject to regular review and the council reserves its right to amend or add to the accountabilities listed above. Grade progression is subject to Performance and Development Reviews including interview and assessment of skills and experience.

	
The ideal candidate will have... 

Experience
· Worked in a procurement, commissioning or commercial environment.
· Assisted with the translation of technical or commissioning needs and outcomes into specification and tender documents.
· Experience of public sector tenders / contracts.
· Researched markets and suppliers and understand the process of  developing tender documents to gain maximum value for money whilst managing risk.
· An awareness of cost and how value for money can be improved through the tender and contract management lifecycle. 
· Built and maintained productive relationships, including those with key stakeholders and external organisations.
· Worked in a structured or project based environment.
· Worked in a team to deliver discreet projects.
· Contributed to communication and stakeholder management plans.
· Produced written and verbal summaries.

Knowledge, Skills and Understanding
· Experience of working to tight, pressurised deadlines in complex matrix managed organisations.
· Knowledge of public procurement regulations and at least a working understanding of contract law, risk management and contract management.
· An understanding of how to compile a tender pack to achieve the desired outcomes and deliver best value for money with an appropriate balance of risk and reward.
· Assist with adding value through  developing knowledge and understanding of given outcomes/portfolio areas.
· Excellent written and verbal communication skills including report writing and the ability to simplify technical and complex information.
· Good commercial skills, ideally with practical application of negotiation, project management, cost and price reduction techniques and a basic understanding of financial information
	
Behavioural attributes
· The ability to work effectively with people at all levels internally and externally. 
· A good level of commercial and cost awareness.
· Customer focus and the ability to communicate appropriately.
· The ability to challenge and influence effectively. 
· Emotional resilience. 
· Flexibility, creativity and self motivation.
· Strong organisational and time management skills. 

In addition  for the higher grade you will have the following
· A high level of knowledge about procurement in the public sector, including Council policies and practices.
· The ability to access and manipulate data and draw insight and recommendations from it.
· The ability to represent information in a clear and coherent way with a high degree of accuracy. 
· Well developed computer skills and experience of SAP Ariba.
· Good people management skills.
· Ability to work on own initiative.

Education & Qualifications
· High level of literacy and numeracy evidenced by GCSEs Grade A – C (particularly Maths and English)
· Hold or be working towards CIPS level 3/4 + or equivalent 

In addition, for the upper grade you will have the following
· Literacy and numeracy evidenced by A levels. Grade A – C or equivalent.
· This position is required to possess or be working towards a recognised professional qualification CIPS level 5 or above or related graduate level discipline or equivalent by experience.
 



