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of Procurement Objectives

* Make Students aware of the importance of Foundation
Skills in their Procurement career.
 Webinar 1: Developing skills in two Foundation areas:
o Following instructions.
o Checking work before sending.
 Webinar 2: The Procurement Job Document:

o Replacing chaotic folders with a single Document.
o How to capture a Procurement Job.
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What are the 5 Foundation skills

The core Skills adults need to function in the workplace.

Also known as Language, Literacy and Numeracy (LLN):

Learning: How to learn information, including online search.
Reading: Comprehension (understanding what we read).
Writing: Handwriting or typing legibly.

Verbal Communication:

Expressing yourself clearly, and listening.

Numeracy:

Math, time management, handling money.
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Webinar focuses on Comprehension

The core Skills adults need to function in the workplace.

Reading:

Comprehension (understanding what we read).

* Following instructions.

* Checking work before sending.
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Reason 1

Education standards are not
uniform in all regions.
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Reason 2
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Teachers gravitate to large urban Villages struggle to retain quality
areas for better opportunities. educators.
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Reason 3
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Private schools are wealthier and Public schools are largely reliant on

can invest in more senior teachers state funding and get the basics.
and better education programs.
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5 m)  Algebraz g + b
6 axb

Arithmetic: 2 + 3
2x3

If a Student doesn’t learn arithmetic, they will
have a Gap and will be unable to learn algebra.

Gap
Knowledge and Skills you are

missing to do your job well.
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of Procurement Once you have a Gap, it stays until it’s fixed.
Basic spelling:  Separate © University essay:  Procurment is divided into
Seperate ® a number of seperate

categorys. For example, IT,
profesional services, retail
and commoditys.
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| gave her such simple
instructions and she
didn’t read them.

Jan’s contract draft
has 31 mistakes.
Doesn’t she check her
work before sending?

Jan promised the
Tender document
would be ready

today. Jan
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of Procurement  How supervisors view a deficit in Foundation skills

Ve S | need to rely on my Team. If | have to check their
- work, | won’t have time to do my own work.

* Following instructions.
e Checking work.

e Spelling.

e Delivering on time.

Jan’s boss
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of Procurement Tertiary education assumes Foundation skills

Tertiary education (university)
relies on high school to
educate students.

$

Universities graduate Students
with Foundation gaps.

\ £

Employers won’t hire
graduates.
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)]

: e Analytical skills
( Tertiary (University) * Critical thought
2 A . « Professional
it 391 .J -
* 1}
* Algebra
High School « Essay writing

* Neat reports

1}
e Arithmetic
Primary School « Spelling

e Legible writing
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of Procurement Graduate without mastering previous level

* Lack of analytical skills
Lack of critical thought

Tertiary (University)

 Poor algebra

ngh SChOOI ° Poor essay structure
1
* Arithmetic
Primary School * Spelling

* Legible writing
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How it looks to supervisor and clients:

Following instructions

e Advice not follow Policy.

* Clients confused about process.
e Poor filing, documents missing.
* Deliverables are late.

Checking work before sending

e Tender criteria ambiguous.
* |ndefensible evaluations.
e Contracts full of mistakes.
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Why people can’t see their Foundation Gaps

SENIOR PROCUREMENT EXPERT
UNEMPLOYED SINCE INTERNSHIP

Foundation skills perceived as junior.

Tertiary education rarely offers
critical feedback on Foundation skills.

After university, there is often little
time for revision.

People not held accountable for
accurate Resumes and social media.

Job titles rarely mean anything.

Employers don’t know about skills
until employee commences work.
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Not Following Instructions

* Looks like person doesn’t care.

* Person feels incompetent.

* Often accompanied by working too fast.
e Causes work to be redone.

 Damages co-workers’ trust.
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Example

* Procurement Policy (on page 26) requires a
minimum approach to three suppliers on all
Tenders exceeding USD $100,000.

* Procurement officer likes negotiating, but
doesn’t like reading boring documents. He
advises his Client that 2 quotes are sufficient.

e Client writes a business case based on two
capable suppliers. When it is rejected as non-
compliant at Procurement approval, Client
loses trust for the Procurement process.

Project Manager

Doesn’t Procurement
read it’s own Policy?
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of Procurement Reasons many people don’t follow instructions

1. Thinking common sense is enough.
How hard can it be to build a table?

2. Not everyone is a visual learner.
Some people prefer listening to a YouTube video’s table building instructions.

3. Poor time management.
| don’t have time to both read instructions and put together the table!

4. Bad experiences with following poorly written instructions.
| don’t want frustration with another poor assembly document.
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of Procurement Reasons many people don’t follow instructions

5. How much harm can it do to ignore the instructions?
fin =

I’'m just going to attempt to build the table, in my logical order. " [ :
6. | want to impress everyone with my speed. _f__,._;f-*"'- e

Instructions will just slow me down, and | want to finish the table by dinner. -~ | » H S

'|- H‘"\. - ._'__.;-"-.- ..\.H"'\-\.M !

7.1 want someone to tell me what to do. e | L foh )

It’s so much nicer having someone to explain it, step by step. " e

H'H.
] .,

8. | know this stuff already.

If I need help building a table, I’ll ask for help.
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of Procurement The impact of not following instructions

| feel like I’'m ready to
If Kevin won’t read “step up” to the
documents, how can | Senior Buyer job!

trust him in a senior
Procurement role?
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of Procurement Improve not following instructions
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-Fﬂ- Make a habit of reading, not glancing.

- -

Assume all instructions are critical.

Realise people are watching!

Slow down.
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Question verbs are critical to understanding written instructions.

Procurement Administratoro
Improve not following instructions

Understand Question Verbs

Many professionals have little idea how to use these verbs.

Business writing is a core senior Procurement skill.

They do not all mean “Explain”.

Analyse
Assess
Calculate
Compare
Consider
Contrast
Decide

: |dentify
Defm.e |llustrate
Describe Justify

Differentiate Order
Evaluate Provide
Explain Qualify
Find Quote

Reflect

Review
Select
Specify
State
Suggest
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Understand Question Verbs

Analyse
What it means: Examine something in detail, without
judging it. Provide both the evidence,
) ) ) and your findings.
e Full list of Question Verbs is
available on Procurement A typical question: Analyse the following requirements
o and separate them into functional
Administrator o Portal. and technical requirements.
. Short or long answer: Long Long.
* The Portal is on the School
website and has been emailed
to you: Should I give examples that support | An analysis is an examination of data
my analysis? only. You do not need to give
https://www.nolanschoolofprocu examples.
rement.co m/ad ministrator Common mistakes people make: Making a judgment on your analysis
result, instead of simply providing
the result.
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of Procurement Foundation Skills Career destroyers:
Not Checking work

* Looks like person doesn’t take pride in their work.
* Makes sender look amateurish.

* Often accompanied by working too fast.

* Simple mistakes are highly noticeable.
 Damages co-workers’ trust.
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of Procurement Reasons many people don’t check their work

* Racing through work to show boss how fast they are.
* Habit, without feedback or consequences.

e Generally do not like reading work documents.

e Checking work is boring.

e Anxiety in case mistakes are found.

e Self-perpetuating prophecy.
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Example

* A Procurement officer races to issue a supplier
with a contract. The contract has mistakes:

Supplier’s name incorrectly spelled.
Pricing and milestones incorrect.
Spelling and grammar errors.
Clauses left empty.

Appendices missing.

Referencing errors.

O O O 0O O O

. : . . . Small Busi O
* Supplier calls the Chief Financial Officer to matl BUsiness Lwner

mplain. ) )
complal This contract has 31 mistakes!
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of Procurement The effect of not checking one’s work

SPELLING!

e Supervisor loses Trust for employee.

* Clients lose confidence in Procurement process.

e Poor Tenders & Contracts increase Customer liability.
* Inadvertently committing your organisation to a deal.
* Revealing confidential information to another party.

* Ongoing criticism results in poor self-esteem.
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of Procurement Improve not checking one’s work

T
Bks

% To DON'T POPULATE UNTIL EMAIL READY

et | [ oo * The last part of an email is the email
address (in case it is accidentally sent
before finishing).

Take a 3 minute break between finishing a
consequential email and sending it.

* Always ask co-workers to peer review
YR approval, tender and contract documents.

e Evaluate your reputational risk in sending
erroneous work.
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High level information

[AGENCY NAME]

Procurement Job Document

Procurement Job folder Contract folder

O Infrastructure
Services

Job Title: Provision of Print as a Service (Paas) Refresh
Job Number: CON-1115

Category: ICT

O Equipment I Integration

B Software O Maintenance

B Support
] Consultant

Procurement Officer:

Alex Jacobs (Al)
Makena Wambua (MW) (Current)

Probity Officer:

Claire Mwangi

Client Contact:

Alvin Stevenson (AS), Facilities Manager
Paul Thomas (PT), Project Manager (Current)

Original Strategy:

Single Source (only 1 regional capable Supplier) (2016)

Procurement Strategy:

Select Invitation to Offer Tender to 4 Suppliers on SOA
65211.

Govt Standing Offer
Arrangement [SOA):

SOA 65211 — Printing as a Service

Contract Conditions:

ICT Comprehensive Conditions

Contract Details:

Customer Contract CON-1115

Procurement Administratoro

What is in Webinar 2

Procurement Job Documento

e Capture Tender documentation like an expert.

e Single Source of Truth for all Tender information.
* Quickly update Clients and Suppliers.

* Significantly reduce your filing system.

* Auditors will love you.

Template provided to students after Webinar 2.
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Learn consistently with us and get serious,
marketable procurement knowledge.

é Inexpensive, in-depth Procurement training:

Strategy, Tendering, Negotiating and Contracts.

www.nolanschoolofprocurement.com




