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	Trinity Multi-Academy Trust 

Job Description

	

	Job Title:  

	Assistant Procurement Manager
	

	Job Scale: 

	Scale 6/SO1

	



BASIC JOB PURPOSE

· Support with end-to-end procurement processes, supporting projects for complex activities to achieve best commercial outcomes for the Trust. 
· Support the management of contracts, ensuring compliance with agreed terms and assisting with reviews and negotiations.
· Maintain and oversee the Trust’s Contract Register, working with the Procurement Manager and budget holders to meet tendering requirements and renewal deadlines within the relevant thresholds.
· Contribute to the delivery of the Trust’s procurement strategy and help implement procurement policies and procedures.
· Provide administrative and analytical support to ensure procurement activities align with organisational objectives.

	
Reporting to:	Procurement Manager

	

	Responsible for: N/A

	



MAIN RESPONSIBILITIES

	Procurement and Compliance

	1.
	Support the running of compliant procurement processes, including identifying frameworks and advertising tenders in line with the Procurement Act 2023.

	2.
	Identify effective procurement methods for goods, services, and capital works, ensuring adherence to financial regulations.

	3.
	Maintain and promote the preferred supplier list across the Trust.

	4.
	Use the Trust’s e-procurement system to track procurement projects and contract management activities.

	6.
	Contribute to the development and implementation of procurement strategies, policies, and processes under guidance from the Procurement Manager.

	Contract Management

	1.
	Management and Maintenance of the Trust’s Contract Register, ensuring accurate records and timely renewals.

	2.
	Support the Procurement Manager throughout the contract lifecycle, including awards, extensions, and negotiations.

	3.
	Monitor Supplier performance and form effective supplier relationships to manage and secure the best commercial outcomes and service for the Trust.

	4.
	Work with the Data Protection Officer to ensure contracts meet GDPR and data-sharing requirements.

	5.
	Support due diligence processes for new suppliers and academies joining the Trust, including contract novation and integration.

	Financial Efficiency and Value for Money

	1.
	Assist in identifying opportunities for savings and efficiencies across procurement categories.

	2.
	Undertake benchmarking exercises to evidence value for money and highlight cost-saving opportunities.

	3.
	Help track and report procurement performance, savings, and efficiencies to stakeholders.

	4.
	Contribute to initiatives that improve financial efficiency and deliver measurable benefits.

	5.
	Provide data and analysis to support decision-making and strategic planning.

	Advice and Support

	1.
	Provide guidance to colleagues on procurement processes and compliance requirements.

	2.
	Act as a point of escalation for procurement queries and contractual issues amongst the Trust, escalating complex issues to the Procurement Manager.

	3.
	Support training and awareness sessions to promote best practice across the Trust.

	4.
	Assist in analysing supply markets and identifying risks and opportunities for academies.

	5.
	Contribute to Trust-wide projects, including potential funding bids and initiatives to unlock income streams.



	
Other Specific Duties:


	· All staff are expected to demonstrate consistently high standards of personal and professional conduct and maintain high standards of ethics and behaviour, within and outside the trust. 

· Treat all with dignity, observe proper boundaries and understand that every adult in the trust has a responsibility to safeguard children and young people.   

· To continue personal professional development as required.

· Attend staff and other meetings and participate in staff training and development events as required.

· To actively engage in the appraisal process. 

· All support staff may be used to perform appropriate duties as and when required by the Trust, commensurate with the salary grade of that post if it is higher than the employee’s current salary.

· To work in the best interests of the Trust, students, parents and staff.

· To adhere to the Trust policies and procedures with particular reference to Child Protection, Equal Opportunities, Teaching and Learning and Health and Safety.

· To work flexibly, including some evening work, and to travel, as required, to meet the needs of the role.

· To work at locations across the academy Trust.

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.  Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

This job description is current at the date shown, but, in consultation with you, may be changed by your line manager to reflect or anticipate changes in the job commensurate with the grade and job title. 



__________________________________________ Post Holder Name

__________________________________________ Post Holder Signature

__________________________________________ Date









	
PERSON SPECIFICATION

	Job: Assistant Procurement Manager



	KEY CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualifications & Experience

	· A-level / Level 3 education or equivalent experience in procurement/business administration
· Proven experience in procurement, tendering, or contract management
· Ability to work under pressure and meet deadlines
· Evidence of recent, relevant professional development
	· CIPS Level 4 qualification (or willingness to work towards) 
· Experience in public sector procurement 
· Previous multi-site or multi-category procurement experience 
· Experience implementing new systems or processes


	Knowledge & Understanding

	· Strong understanding of procurement principles and compliance requirements
· Awareness of the Procurement Act 2023 and public sector regulations
· Knowledge of supplier relationship management and spend analysis
· Ability to apply financial analysis to procurement decisions
	· Understanding of category management and strategic sourcing 
· Awareness of sustainability and social value in procurement 
· Knowledge of safeguarding and child protection considerations 
· Familiarity with IT systems and software used in large organisations

	Leadership & Management 

	· Ability to work collaboratively and manage multiple priorities 
· Strong organisational skills and attention to detail 
· Ability to influence and build positive stakeholder relationships 
· Commitment to high standards and professional role modelling
	· Experience leading small projects or workstreams 
· Ability to mentor or support colleagues in procurement processes 
· Skilled in conflict resolution and maintaining resilience 
· Ability to develop and maintain effective networks

	Skills & abilities

	· Excellent communication skills (written and verbal) 
· Strong IT skills, including MS Office and cloud-based systems 
· Analytical and problem-solving ability with sound judgment 
· Ability to prioritise, plan, and adapt to change
	· Experience with e-procurement platforms 
· Negotiation skills and ability to drive value for money 
· Innovative approach to process improvement 
· Ability to use data for efficiency and decision-making

	Personal Qualities

	· Positive, results-driven, and proactive attitude 
· Reliable, adaptable, and committed to safeguarding and equality 
· Integrity, resilience, and determination to succeed 
· Professionalism and ability to inspire confidence
	· Ambition to progress within the organisation 
· Intellectual curiosity and interest 
· Ability to handle challenges calmly and effectively 
· Strong personal impact and presence
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