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Role description

	Job title
	Procurement and Contract Management Specialist 

	Job family
	Corporate Functions & Administration 

	Job sub-family 
	Planning, Commercial Operation, Finance & Accounting

	Entry grade 
	AD06

	Role summary
	Ensure sound management of procurement and contract management activities by ensuring that all aspects will be delivered in accordance to the highest international procurement and supply standards and in compliance with the EU public procurement framework and work as a strategic business partner with the internal stakeholders from business requirement identification to final goods or service delivery.



	Standard role duties & responsibilities

	Perform duties reserved only for the Temporary Agent contractual category.
Develop, lead and implement purchasing strategies for the relevant portfolios, in close collaboration with key internal stakeholders;
Take part in the opening, steering the evaluation and negotiation of the offers as well as the award of contracts in collaboration with EMA business/technical staff;
Monitor and follow up the contracts with respect to the legal, administrative and financial aspects, in collaboration with legal and financial colleagues;
Act as a business partner to ensure the implementation of effective planning, monitoring and reporting of procurement in a systematic manner;
Act as a focal point for each domain of expertise;
Establish the procurement strategy in collaboration with EMA business area,for each procurement category assigned;
Drive continuous process improvements and innovation initiatives including e-procurement solutions;
Support EMA business/technical staff in drafting and reviewing of tender specifications, including selection and award criteria aiming to enhance procurement procedure clarity and chances of success;
Contribute to the dissemination of procurement and contract management knowledge in the organisation;
Work with other EU agencies on collaborative agreements with a view to leveraging on market experience and combining buying power;
Lead the development, streamlining and implementation of EMA’s procurement policies and procedures;
Provide support in drafting technical specifications and support business partners in tendering and contract management matters at all phases of procurement;
Provide expert support in assessing financial and technical risks within the area of procurement and developing appropriate solutions;
Ensure compliance with the Agency’s policies and procedures, in line with legal requirements.

	Role specific duties & responsibilities
	The specific tasks of an individual job holder, linked to this role description, are further detailed and referenced in:
activities of the organisational entity within which the job holder carries out those tasks; 
the set of annual performance and development objectives, which are established together with the reporting officer;
the requirement to comply with SOPs, WINs, confidentiality undertaking and other documentation relevant to the role and its scope. These will be agreed upon with the reporting officer upon assuming duties.

	Managing resources 
	Plans most daily work details within given priorities. May have a direct supervision of one or more people performing related work. Work may include a degree of planning and coordination, including small projects.

	Communication and professional contacts
	Required to regularly communicate (verbally and in writing) information, which requires careful explanation and interpretation, taking into account what to communicate and how best to convey the information. Writing and creating information that is specialist, sensitive, confidential, legal and/or regulatory in nature.
Regular professional contacts with others inside and/or outside the Agency on functional matters. Solicits/gives information, provides advice/guidance and should use initiative. A likely requirement is to influence others’ thinking and negotiate with various parties within own job responsibilities. Normally connected to the Agency's core business or a project.




	Essential requirements 
Education
Experience
Skills & knowledge 
Certificates 
	Education
A level of education which corresponds to completed university studies of at least three years attested by a diploma;
Field of study
n/a
Experience
3 years from the time when a university degree was awarded on completion of a minimum of three years of study.
Skills & knowledge
n/a
Certificates
n/a

	Nice to have 
Education
Experience
Skills & knowledge 
Certificates
	Education
n/a
Experience
n/a
Skills & knowledge 
Drafting skills and ability to prepare concise and effective reports/written documentation;
Ability to have a strategic view.
Certificates
n/a



	Category
	Competency
	Proficiency level

	Role competencies
	Administrative excellence
	Intermediate

	
	Contracting and procurement
	Intermediate

	Sub-family competencies
	Understanding business context 
	Intermediate

	
	Continuous improvement
	Intermediate

	
	Applied knowledge
	Intermediate

	Grade competencies
	Adaptability and agility
	Intermediate

	
	Analysing and problem solving
	Intermediate

	
	Prioritising and organising
	Intermediate

	Core competencies 
	Ethics and integrity
	Intermediate

	
	Team collaboration
	Intermediate

	
	Customer centricity
	Intermediate

	
	Results orientation
	Intermediate

	
	Communication
	Intermediate

	
	Cross-cultural sensitivity
	Intermediate

	
	Continuous learning and self-development
	Intermediate
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	Address for visits and deliveries  Refer to www.ema.europa.eu/how-to-find-us 
	

		Send us a question Go to www.ema.europa.eu/contact 
	Telephone +31 (0)88 781 6000
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