PROCUREMENT MANAGER

[image: Shape

Description automatically generated with medium confidence]
	School/Department:
	Finance

	Grade:
	9

	Reports to:
	Director of Finance

	Responsible for:
	1 x Procurement Officer

	
	1 x Procurement Assistant

	Job Summary and Purpose: 

	To manage the Procurement service delivery across the University. You will aim to ensure continuity of supply, delivering value for money and ensuring that the University meets its legislative requirements.
The role holder will be required to liaise and build strong relationships across the University and with external stakeholders.



01	KEY RESPONSIBILITIES
1.1 Ensure that the University’s Purchasing Policies reflect current: guidelines, regulatory and legislative requirements, providing training as necessary to support procurement activity across the University.
1.2 Ensure contract management arrangements are adequate to deliver the University’s requirements, maximising the value from contracts with effective and efficient contract management within all University operations and oversee the maintenance of the Contract Register for all goods and service contracts.
1.3 Ensure due diligence is carried out on new suppliers, including for individuals and personal service companies a review of their tax status in line with HMRC guidance (IR35 compliance).
1.4 Ensure there are adequate and effective systems in place to support the tendering process, by embedding best practice procurement across the University.
1.5 Utilise existing procurement frameworks, including but not limited to the SUPC suite of frameworks to facilitate mini competitions / direct awards where appropriate.
1.6 Develop and maintain effective supplier relationships and management in particular to ensure monitor high risk single source relationships.
1.7 Provide all procurement related reporting on a periodic and annual basis as required within the University or to external stakeholders.
1.8 Lead and motivate the Procurement Team, setting objectives to deliver a high performing team which is customer focused and provides a high standard of service to both internal customers and external stakeholders. 

[bookmark: _Hlk156307019]02 	RESPONSIBILITIES OF ALL STAFF 

[bookmark: _Hlk156312999]2.1 	To undertake such other duties as are within the scope and spirit of the job purpose, the 	job title, and the grade. 

2.2 	Maintain and promote health, safety & wellbeing awareness and commitment within the 	framework of the University's Health, Safety & Wellbeing policy. 

2.3	Take responsibility for health and safety of yourself and others in carrying out the duties 	of the role.  

2.4	To promote equality, diversity and inclusion in your performance of your duties.

2.5	Undertake any other work and hours of work as required to commensurate with the level 	and responsibility of the post. 

2.6	To actively participate in learning and development to meet the requirements of your role 	and the University.  







[image: Shape

Description automatically generated with medium confidence]


2

	[bookmark: _Hlk109211881]03	SELECTION MATRIX
	Essential
	Desirable
	Used to shortlist

	Qualifications

	1
	Hold or actively working towards Level 4 Diploma in Procurement & Supply 
	
	
	

	Knowledge & Experience

	4
	Detailed knowledge of best practice in procurement, contract management and purchase to pay
	
	
	

	5
	Significant experience and understanding of procurement activity via frameworks
	
	
	

	
	Working knowledge of procurement legislation, standards and procedures
	
	
	

	6
	Extensive knowledge of The Procurement Act 2023 (PA23)
	
	
	

	7
	Advanced IT and system skills including Microsoft Office
	
	
	

	8
	Ability to analyse data and provide insights to support procurement delivery
	
	
	

	
	Proven management skills
	
	
	

	Personal Attributes and Behaviours

	10
	Good interpersonal skills, with the ability to listen to the views of others, influence and challenge
	
	
	

	11
	Ability to plan, prioritise and organise workload in order to meet personal and team objectives and deadlines
	
	
	


Does the role require a DBS? Yes/ NO
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