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Job Description

Post Title: 		Trust Procurement and Contracts Manager
Pay / Scale: 		PO3 - £40,225 - £43,327 (actual salary)
Hours/Terms: 	37 Hours per week TTO plus 20 days
Post Status: 		Permanent
Disclosure level: 	Enhanced
Responsible to: 	Chief Financial Officer (CFO)

Role Overview
The main purpose of the role is to lead and manage procurement and contract management across the Trust, ensuring that purchasing activities are compliant with policy and statutory guidelines, efficient and deliver value for money.

Responsibilities
· Lead and manage procurement activities and processes across the Trust, ensuring goods, services and works are procured in line with Trust financial regulations, procurement legislation and best practice. Including quotations, tenders and use of procurement frameworks.
· Manage and maintain the Trust’s contract register, ensuring contracts are accurately recorded, monitored and reviewed to support effective contract management and timely renewal.
· Monitor and update the Trust’s asset management systems to ensure accurate and accessible records of all procurement activity.
· Work with schools and Trust leaders to identify opportunities to achieve value for money and economies of scale through collaborative purchasing and shared contracts across the Trust.                                                 
· Develop and implement effective procurement processes and systems across the Trust to ensure transparency, consistency and compliance.
· Analyse Trust expenditure and purchasing patterns to identify opportunities for savings, efficiencies and improved procurement practices.
· Build and maintain strong relationships with suppliers and contractors, ensuring services are delivered in line with contractual agreements and expected standards.
· Maintain a database of approved suppliers and undertake due diligence checks where required and lead on supplier onboarding.
· Monitor supplier performance and contract delivery, ensuring services meet agreed service level agreements, key performance indicators where applicable and contractual obligations.
· Analyse Trust expenditure and purchasing patterns to identify opportunities for savings, efficiencies and improved procurement practices.
· Research and coordinate opportunities for external funding bids where appropriate to support procurement across the trust.
· Any other responsibilities reasonably associated with the role.


Essential Criteria

· Strong organisational skills with the ability to manage multiple projects and priorities.
· Strong negotiation skills and the ability to achieve value for money.
· Experience of working with suppliers and managing supplier relationships.
· Ability to work independently and take initiative.
· High standards of professionalism and professional integrity.
· Ability to analyse data and produce reports to support decision making.

Desirable Criteria
· Chartered Institute of Procurement & Supply (CIPS) or similar qualification or prepared to work towards
· Awareness of the Academies Trust Handbook and financial accountability in academy trusts.
· Experience of working within the education sector.
· Knowledge of procurement legislation and compliance requirements.
· Experience of procurement exercises, quotations or tenders. 
· Experience of managing contracts and maintaining contract registers. 
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