	System Role Title

	Operational Buyer



	Objectives of Role

	· Conversion of requisition to PO in a timely and controlled fashion

· Support and encourage P2P performance to standards

· To provide procurement support and advice on P2P matters

	Proposed Location of Role

	· Centrally

	High Interaction with other roles/systems

	· Requestor

· Budget holders

· Central functions of Procurement and Accounts Payable

· Finance Officers
· Other OB’s

	Tasks & Responsibilities

	· Check new requisitions or requisition  amendment request complies to purchasing rules:

· VAT code check
· Currency

· Supplier choice/preferred supplier or not

· Any items not conforming need to be rejected with advice on corrective action

· Make use of appropriate PO type: call off, two or three way and number of lines

· Responsible that vendor receives the valid PO

· Daily run the AP602 (blocked report) and take action as necessary

· Answerable for AP602 status and trends

· Monthly run open PO report and request input from requisitoners as regards status.  Encourage closure where possible.  
· Contact point for AP and to assist with their requests.

· Support other OB’s by sharing experience/knowledge.

· If requisitioner leaves ensure due process is followed to transfer ownership of requisition

	Special Considerations

	· An understanding of iProcurement and Core Purchasing functionality

· An awareness of the financial implications during the P2P process

	Other System Roles not compatible (Separation of Duties Rule)

	· Requestor

· Requisitioner

· Requisition Approver

· Purchasing Manager

· Contract Manager

· Supplier Relationship Manager

	How the Process will work

	· Purchase requisitions for non-catalogue requisitions will be created on the system by the requisitioner

	 bvcSystem Procedures

	· Conversion of Requisition to PO
· Amendments to PO

· Rejection of requisitions

· Run and Manage AP602 / GR / Open PO reports from Oracle
· Maintenance of PO’s/ closing PO’s

	Recommended Training

	· Overview from AP/Procurement and the P2P process
· How To Guides/Process Maps
· Workshop with other OB’s


