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JOB DESCRIPTION
Senior Contract & Procurement Manager

	Grade
	£54,000 negotiable no upper limit

	Hours
	37 hours per week

	Working Pattern
	52 weeks per year (all year round)

	Contract
	Permanent

	Responsible to
	Chief Executive Officer 



Location: Embark Federation Offices, Derbyshire, with travel across Trust schools
Job Purpose
Embark Federation is seeking an experienced and commercially astute Senior Contract & Procurement Manager to lead the strategic management of contracts, procurement and supplier relationships across our family of schools.
This is a high-impact role with a clear purpose: ensuring every pound spent delivers the greatest possible value for our pupils, schools and communities. Working closely with school leaders and central teams, you will review existing arrangements, identify opportunities for greater consistency and efficiency, lead procurement activity and build strong partnerships with suppliers that improve both quality and value.
A key priority will be leading the implementation and ongoing management of a new trust-wide catering contract, ensuring high-quality provision, strong performance and excellent outcomes for schools.
Reporting directly to the Chief Operating Officer, you will help shape a more strategic and commercially focused approach to procurement and contract management across Embark's 29 schools.
About Embark
Embark Federation is a family of schools united by a shared commitment to helping children and young people flourish. We believe schools achieve more when they work together, sharing expertise, resources and opportunities.
Everything we do is guided by our values of Family, Integrity, Teamwork and Success. We are ambitious for our schools and communities, and we are looking for someone who shares our determination to ensure resources are used wisely and effectively to support excellent education.


Key Responsibilities
Strategic Contract Management
· Develop and maintain a comprehensive overview of all Trust contracts, commissioned services and supplier arrangements.
· Establish and implement a Trust-wide contract management framework.
· Lead strategic reviews of existing contracts to identify opportunities for improvement, harmonisation and better value.
· Ensure contracts are effectively monitored against agreed service standards, performance measures and financial expectations.
· Maintain oversight of contract renewal cycles and procurement pipelines.
Procurement and Commercial Leadership
· Lead procurement exercises across a range of service areas in accordance with Trust policies and relevant legislation.
· Develop business cases, option appraisals and recommendations to support decision-making.
· Negotiate commercial arrangements that deliver measurable savings and improved service outcomes.
· Benchmark services and contracts against market and sector standards.
· Identify opportunities for collaboration, aggregation of spend and economies of scale across the Trust.
Catering Contract Leadership
· Lead the mobilisation, implementation and ongoing management of the Trust's catering contract.
· Act as the principal relationship manager between the Trust and catering provider.
· Monitor performance, quality, compliance and customer satisfaction.
· Work with schools to ensure services meet the needs of pupils and communities.
· Drive continuous improvement and innovation within the catering offer.


Supplier Relationship Management
· Develop productive and professional relationships with suppliers and contractors.
· Lead supplier review meetings and performance management processes.
· Hold suppliers accountable for contractual commitments and agreed outcomes.
· Resolve contract performance issues and manage associated risks.
Financial and Value for Money Improvement
· Identify and deliver opportunities for financial efficiencies and cost savings.
· Analyse expenditure patterns and procurement activity to inform future strategy.
· Support budget holders to make informed commercial decisions.
· Provide assurance that resources are being deployed effectively and responsibly.
Stakeholder Engagement
· Work closely with Headteachers, school business teams and central colleagues.
· Provide professional advice and guidance on procurement, contracts and supplier management.
· Build confidence and capability across the organisation in commercial decision-making.
· Promote a culture of value, accountability and continuous improvement.
Governance, Compliance and Risk
· Ensure procurement and contract management activity complies with relevant regulations and Trust requirements.
· Maintain accurate contract records and management information.
· Support audit, risk management and governance processes.
· Produce reports for senior leaders, committees and trustees as required.
Person Specification
Essential
· Significant experience in contract management, procurement, commissioning or commercial management.
· Proven track record of delivering financial savings and improved value through commercial activity.
· Experience leading procurement exercises and supplier negotiations.
· Strong commercial awareness and financial acumen.
· Ability to analyse complex information and translate it into practical recommendations.
· Excellent stakeholder management and influencing skills.
· Strong project management and organisational skills.
· Ability to work independently and drive change across a large organisation.
Desirable
· Experience within education, local government, NHS or other complex multi-site organisations.
· Knowledge of public sector procurement regulations and frameworks.
· Professional qualification in procurement, commercial management or related disciplines (e.g. CIPS).
· Experience managing large-scale service contracts such as catering, facilities management, utilities or professional services.
Personal Qualities
The successful candidate will:
· Share Embark's commitment to improving outcomes for children and young people.
· Be commercially minded whilst remaining values-led.
· Demonstrate integrity, professionalism and sound judgement.
· Build positive relationships and credibility at all levels.
· Be resilient, proactive and solutions-focused.
· Thrive in an environment that values collaboration, continuous improvement and high standards.


What Success Looks Like
Within the first 18 months, the postholder will have:
· Successfully implemented and embedded the Trust's catering contract.
· Established a robust Trust-wide contract management framework.
· Delivered measurable savings and improved value for money.
· Reduced duplication and inconsistency across supplier arrangements.
· Strengthened supplier accountability and service quality.
· Created a clear commercial strategy that supports Embark's future growth and ambitions.
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