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Job Description
	Job Title             	
	Procurement Manager 

	Responsible to   
	Head of Managed Services 

	Responsible for  
	You will support the leadership and management of the Procurement Consultants.

	Location
	This position is mainly home based but with regular visits to your assigned portfolio of clients and your team as required.



Statement of Job Purpose
[bookmark: _Hlk118464609]You will be responsible for offering a pro-active and comprehensive service, advising on all aspects of procurement. 
You will take full management responsibility for client accounts including the timeliness, and quality of procurement exercises, including conducting exercises personally where appropriate.
Working with the procurement teams, you will set priorities, support, and provide leadership on the process for procuring contracts for a variety of categories, projects, and services for clients. You will support the development and delivery of the company strategic procurement programme.  
This role will contribute to embedding best practice, efficiency and effectiveness within procurement processes and decisions, ensuring compliance with current Public Contracting Regulations, Procurement Act and future UK legal obligations.  You will assist the company to achieve value for money and savings targets for our clients and support the team to provide outstanding procurement services to all clients and members.
You will be responsible for the full operational and strategic management of the Procurement team allocated to you. You will drive a high performing, engaged team to deliver the procurement strategic objectives whilst balancing value delivery for our customers with company commercials. 




Main Duties and Responsibilities
Client / Supplier Engagement 
1. You are responsible for delivering the highest standards in procurement best practice to all clients. 
2. In the absence of the Head of Managed Services, co-ordinate visits and meet with potential clients to discuss their procurement needs.
3. Where required, arrange on-site information gathering visits and clarification presentations with suppliers and clients and attend these events to facilitate the smooth running of the service.
4. Working with the Procurement Consultants, maintain a positive and professional working relationship with clients and stakeholders, explore new ways of working to improve client experience and quality.
5. Ensure that a review of the client’s compliance to its own procurement/contracting procedures is undertaken on a regular basis.
6. Ensure that clients are advised and assisted with the compilation, introduction, and monitoring of contractor’s Service Level Agreements (SLA’s) and Key Performance Indicators (KPI’s).
7. In the absence of the Procurement Consultant mobilise cover and support for current and new clients. 
8. Support and contribute to the friendly and supportive ethos of the company, particularly in communications with clients, suppliers, and contractors, ensuring all are treated with dignity and respect. 
9. Attend the monthly highlight report meeting or other important meetings with clients and support the Procurement Consultants as required.
10. Ensure the CRM data is reviewed and updated with any new information as required.
Management and Leadership
11. Provide day to day support and management of the Procurement team, ensuring they are aligned to the strategic and operational requirements of the company and that continuity of service is maintained.
12. To be a mentor, coach and train the Procurement team to develop the knowledge and skills required and promote the strategy of ‘Grow our Own’.
13. Coach the team on how to solve problems with proven techniques and escalate where required.
14. Communicate and work with others across disciplines, gathering feedback on solutions and redesigning solutions until the best one is found.
15. Identify and manage key risks relating to your team and advise the Head of Managed Services. 
16. Take an active role in supporting the recruitment of new talent into the company to ensure the Procurement team is a high performing and self-sufficient function. 
17. Support the on-going career development of the Procurement team utilising the in-house development programmes. 
18. Develop a strong culture of teamwork and embed policies and procedures across the Procurement team.
19. Support and contribute to the friendly and supportive ethos of the company, particularly in communications with employees, ensuring all are treated with dignity and respect.
Quality Standards
20. Exercise a quality control function over all tenders conducted by the team by reviewing all Notices, SQ Evaluations, ITTs, Tender Evaluations, Award/Unsuccessful Letters, Reports, and other key documents (prior to these being published or sent to clients/suppliers) to ensure compliance with the published award criteria and company presentation standards. 
21. Following the review of requirements and legislation, provide recommendations utilising your technical knowledge and provide final approval. 
22. Review and provide guidance on all completed reports to ensure they are conducted as required and completed to a high standard in accordance with requirements and legislation. 
23. Keep up to date with changes in Procurement legislation and procedures, supporting with the dissemination, implementation and updating of documents as appropriate.
24. To ensure that documents and paperwork are appropriately filed (whether hardcopy or electronic) and that significant papers are easily accessed by the team.
25. To acquire and maintain a comprehensive understanding of the company’s electronic tendering system and work with the Head of Managed Services to develop and promote its use by employees, providing training where required.


Business Development
26. Identify, facilitate, and generate new business opportunities via marketing enquires, ensuring new business is appropriate tracked and progressed.
27. Support the Head of Managed Services, ensure all new business between the company and the client is secured with a signed contract and CRM is updated.
28. Support the Head of Managed Services, ensure any changes to confirmed business is adequately recorded with a variation to contract to ensure new changes are covered by CPC T&C’s.  Update Business Services of any changes.
29. Support the Head of Managed Services, by attending meetings and/or hosting telephone calls with potential clients to discuss and establish their procurement needs.
30. Support in creating proposals for potential clients (where appropriate, including the recommended route to market) and the Consultancy fee for the service in agreement with the Head of Managed Services.
31. Work with the team to deliver client satisfaction and develop long-term working relationships.
32. Promote and deliver the aims of the company to meet or exceed the quality levels and customer support objectives central to the company’s core business.    
33. When required, attendance at conferences and trade shows to promote the company as the most effective provider of procurement and tendering services.
34. Assisting the business with the development of its procurement services. 
[bookmark: _Hlk117596935]Administrative & Other
35. Support the Head of Managed Services with providing updated information as required to the Business Services team and ensure the accuracy of the information provided.
36. Where appropriate, responsible for inputting data and maintaining information within the CRM system. 
37. Conduct and record performance appraisals, training, absences and approval of annual leave and expenses on the HR platform.
38. To work as a positive team player, demonstrating mutual respect and integrity for others whilst maintaining open and effective communication at all levels of the organisation.
39. Support any other areas of the business on an occasional basis in periods of high workload, holidays, and absences.
40. To perform other duties commensurate with the level and scope of the post, which are or become evident to meet the needs of the company.
41.  To work as a member of the Management team to develop and deliver new processes and procedures with other managers. 

Person Specification
	Attributes
	Key Competencies

	Procurement Fundamentals:
You can manage both your own workload and that of other team members. You regularly contribute to the development of best practice within the company. You help to set the direction of travel for the business.
	· You oversee a team in the delivery of services to
colleagues, clients, and members.

· You regularly contribute to the development of
practice and procedures.

· You can support clients and members at the
highest level, guiding those in your team to deliver
an excellent procurement service.

	Procurement Planning:
You have a working knowledge of wider education sector needs and the markets supporting those needs.
You are proficient in determining routes to market and tender processes supporting procurement activity.
	· You are fully skilled in all aspects of market
engagement and use the intelligence it provides to
set the direction of travel for the CPC, its members,
and clients.

· You can advise on and inform procurement
strategies.

· You have a broad knowledge of all supply
categories and member/client outsourcing
requirements.

	Tendering Award:
You are an experienced category or client-focused procurement professional whom stakeholders look to for tendering and contract advice. You take a wider view of stakeholders’ contracting requirements, translating this into strategic procurement processes
	· You manage your own procurement processes and
support others in your team in the management of
their processes.

· You regularly liaise with members and clients to
determine their strategic goals, translating this into
contracting activity for your team.

· You are regarded by all stakeholders as a subject
matter expert in your category or members/clients
outsourcing needs.

	Contract Management:
Contract management is an integral tool in your procurement activity, with metrics from active management feeding into your compliance activities and informing your procurement strategies.
	· You can manage complex and high value contracts.

· You demonstrate to members, clients and
suppliers, the benefits of active contract
management.

· You can capture metrics from KPIs and stakeholder
liaison and use this to inform regulatory
compliance and procurement planning.

	Wider Professional Skills:
You are seen as a champion of regulatory and ethical procurement activity, supporting your team, members, and clients with their obligations. You can advise members and clients on contractual matters and support their wider business needs through alignment of contracting activity to those needs.
	· You have a working knowledge of procurement and
contract regulatory frameworks.

· You are champion of ethical and social
procurement.

· You can support members and clients with
appropriate business case advice and translate this
into procurement activity.

	Stakeholder Facing Skills:
You are a trusted advisor for the CPC, regularly interacting with members and clients at the highest level. You demonstrate best practice in customer care and members and clients are confident to rely upon your advice and guidance.
	· Excellent customer service skills.

· Champion of collaborative working.

· A skilled practitioner with the ability to report
into the most senior levels of member and client
organisations with little management support.

	IT and Management Skills:
You have responsibility for colleagues in your team and responsibility for member and client support through relationships you have built with them. You regularly contribute to the wider management of the CPC.
	· You can manage a team of junior colleagues, from
both technical and pastoral perspectives.

· You are confident in managing members, clients,
and suppliers as they interact with the CPC and use
its services.

· You can performance manage junior colleagues,
helping them to achieve the best that they can be


Disclaimer 
The job duties, elements, responsibilities, skills, functions and the requirements and conditions listed in this job description are representative only and not exclusive of the tasks that any employee may be required to perform. The Job Description will be reviewed annually as part of the performance review process and Crescent Purchasing Limited reserves the right to revise this job description at any time.
Crescent Purchasing Ltd is an Equal Opportunities Employer and committed to Equality and Diversity.


Employees Signature:
Date:
Employees Name (Please Print):
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