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Save The Children International 

ROLE PROFILE 



	TITLE: Vetting Manager

	TEAM/PROGRAMME: Procurement  Team
	LOCATION: Centre – London, UK

	GRADE: D – Junior Level
	CONTRACT LENGTH: 1 year MAT cover

	CHILD SAFEGUARDING:
Level 2: either the role holder will have access to personal data about children and/or young people as part of their work; or they will be working in a ‘regulated’ position (accountant, barrister, solicitor, legal executive); therefore, a police check will be required (at ‘standard’ level in the UK or equivalent in other countries).



	ROLE PURPOSE: 
The role holder will be responsible for leading the supplier and partner vetting capability including daily operations and the vetting team. 

This will include ensuring the right level of capacity is in place to meet the service requirements for supplier and partner vetting checks to ensure SCI’s vetting related risks are managed and checks are within the agreed service levels.

The role holder will work closely with Risk and Legal escalating any concerns / complex cases as and when necessary.


	SCOPE OF ROLE: 
Reports to: Procurement Operations Manager
Staff reporting to this post:  Supplier and Partner Vetting Officers and Assistants (1-5 staff)


	KEY AREAS OF ACCOUNTABILITY: 
· Conducting daily management of the Centre Supplier and Partner Vetting team, ensuring that:
· the workload is evenly distributed among all the members of the team;
· the team follows the same vetting process and that everyone is up-to-date with any new requirements and procedures;
· the agreed vetting service levels are met;
· newly acquired knowledge is shared with the team members.
· Leading as well as carrying out vetting activities for Procurement and Awards & Partnership teams, including:
· conducting complex research/investigations to confirm whether the potential matches to global sanctions lists are actual matches according to the laid-down guidelines;

· following the correct escalation process pertinent to the assessed level of risk of each confirmed positive match, and escalate the cases accordingly to the Level 2 (Procurement Operations Manager/ Head of Award Management) or Level 3 (Compliance Legal Counsel) for further attention and take the appropriate course of action as necessary;
· taking the ownership of the pending potential matches, ensuring that the follow-ups are done in a timely manner and that the vetting audit trail is recorded accurately;

· being able to correctly interpret and analyse the vetting results to accurately risk assess the suppliers and partners, and to make sound judgement calls to ensure effective risk mitigation;

· actively contributing to the development of the vetting databases and carry out their regular maintenance;

· liaising with country and regional offices as well as with Awards Management, Legal Compliance and Risk departments as and when needed, in order to ensure a prompt and thorough response to the received vetting requests.
· Contract and relationship owner of the vetting system vendor to ensure the system meets the needs of SCI and represents good value for money.




	· Creating and leading SCI vetting community of HR, Partnerships and Procurement Vetting Teams and ensuring the vetting system and processes meet the needs of all three vetting streams.

· Leading the seamless transition of the vetting service to a ProSave/Agresso AP environment, ensuring designed processes are fit for purpose and that our requesting staff understand what is expected of them with regards to vetting, when live on ProSave. 

· Managing the development and improvement of the vetting procedures, tools, templates and training materials.

· Promptly escalating any vetting-related issues and/or concerns to the Line Manager, Head of Awards and Partnerships and/or to the Compliance Legal Counsel.
· Ensuring secure safekeeping of the vetting data and all related vetting documentation in the assigned secure and - where needed - password protected vetting folders on S:drive, on the SharePoint, and in the Vetting mailboxes and follow data protection procedures to ensure compliance with the data protection regulations. 
· Leading the development and management of the vetting reports in a Power BI or in any other reporting platform.
· Develop and implement Shared Service for Vetting for SCI Members.



	SKILLS AND BEHAVIOURS (SCI Values in Practice) 
Accountability:

· Holds self-accountable for making decisions, managing resources efficiently, achieving and role modelling Save the Children values;
· holds the team and partners accountable to deliver on their responsibilities - giving them the freedom to deliver in the best way they see fit, providing the necessary development to improve performance and applying appropriate consequences when results are not achieved.

Ambition:

· Sets ambitious and challenging goals for themselves and their team, takes responsibility for their own personal development and encourages their team to do the same;
· widely shares their personal vision for Save the Children, engages and motivates others;
· is future orientated, thinks strategically and on a global scale.

Collaboration:

· Builds and maintains effective relationships, with their team, colleagues, Members and external partners and supporters;
· values diversity, sees it as a source of competitive strength;
· is approachable, good listener, easy to talk to.

Creativity:

· Develops and encourages new and innovative solutions;
· is willing to take disciplined risks.

Integrity:

· Is honest, encourages openness and transparency; demonstrates highest levels of integrity.


	QUALIFICATIONS  
Minimum A-levels completed


	EXPERIENCE AND SKILLS

Essential 

· Strong attention to detail

· Understands the need for confidentiality when dealing with sensitive information and correspondence

· Strong analytical approach to correctly identify potential risk to the organisation and to effectively escalate confirmed positive compliance cases
· Highly developed organisational skills with the ability to effectively prioritise and to work calmly when under pressure to achieve deadlines
· Highly competent in using the Microsoft Office pack, including Word, Excel, PowerPoint and Power BI
· Able to quickly adjust to using different systems and to provide process improvements to optimise their use
· Experienced in developing and maintaining efficient and safe filing systems

· Strong written and oral communication skills, fluent in English

· Able to work effectively as a team lead ensuring fair work and knowledge distribution within the team in order to collectively meet the required standards and service levels
· Holds evidenced ability to liaise and communicate effectively with a broad range of people at all levels, across different cultures and departments, and to act with respect, credibility, discretion, tact and diplomacy
Desirable

· A decent knowledge and understanding of legal and/or procurement practices
· Experience of working with PowerBI reporting tool



	Additional job responsibilities

The job duties and responsibilities as set out above are not exhaustive and the post holder may be required to carry out additional duties within reasonableness of their level of skills and experience.


	Equal Opportunities 

The post holder is required to carry out the duties in accordance with the SCI Equal Opportunities and Diversity policies and procedures.



	Health and Safety

The post holder is required to carry out the duties in accordance with SCI Health and Safety policies and procedures.
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