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	Post title
	Procurement & Contracts Officer

	Salary and grade:
	NJC 28 to 31


	FTE
	Full time – 37 hours, 52 weeks


	Line manager/s:
	Head of Business Transformation 
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Main purpose of the job:
Prepare and undertake procurement activities, manage supplier relationships and monitor contractual performance. Maintain the MAT suppliers, contract register and delivery of the procurement pipeline under the direction of the Head of Business Transformation. Support the purchasing process of the MAT, selecting suppliers to ensure resource optimisation, as well as provide guidance on sourcing and procurement processes to our academies in line with the regulatory and policy requirements of Nexus MAT.


Person Specification
	
	
	Essential
	Desirable

	Qualifications
	Qualified (CIPS) Procurement Professional or working towards
	
	· 

	Experience
	Proven track record in a similar position 
	•
	

	
	Experience of contract management / procurement within a medium - large organisation
	•
	

	
	Demonstrable understanding of the principles and practice of identifying and managing risks
	•
	

	
	Experience of producing and presenting complex information in a simplified way
	•
	

	

	
	Experience and understanding of relevant legislation and regulations relating to procurement and contract management
	•
	

	
	Experience of generating income and preparing bids for grant funding 
	
	•

	
	Experience of working in a school, single academy or multi-academy trust financial management or procurement role
	
	•

	
	Commercial awareness and ability to achieve value for money
	•
	

	Thinking Ability 
	An analytical thinker who can process complex information quickly and rigorously in order to recommend effective decision making
	•
	

	
	Can demonstrate sound judgement to undertake complex tasks in a systematic way
	•
	

	
	Ability to analyse financial issues and interpret complex information
	•
	

	
	Thinks creatively and imaginatively to solve problems and identify opportunities
	•
	

	
	Able to demonstrate having planned appropriately for future success
	•
	

	Personal Effectiveness
	Able to establish contacts and use the relationships to achieve business objectives.
	•
	

	
	Self-confident with the ability to transmit appropriate messages to appropriate audiences 
	•
	

	
	Works reliably under pressure to produce timely, accurate information and is willing to do whatever necessary to bring about results 
	•
	


Key duties and responsibilities





Prepare and deliver procurement processes on behalf of the MAT, identify frameworks and advertise tenders complying with the latest public procurement regulations


Manage a portfolio of requirements from concept to delivery with internal stakeholders


Sourcing and engaging reliable suppliers


Negotiating with suppliers and schools to secure advantageous terms.


Reviewing existing contracts with suppliers and schools (including new to Nexus) to ensure on-going feasibility.


Building and maintaining long-term relationships with schools and suppliers, encouraging best practise inline with strategy and procedures


Performing risk assessments on potential contracts and agreements.


Promote a culture of long-term saving on procurement costs


Promote and support contract management across the trust


Implement the strategy and forward plan procurement activity to ensure a continuous compliant cycle of procurement


Implement and maintain a preferred supplier list suitable for all budget holders


Maintain the MAT contract register and delivery of the procurement pipeline under the direction of the Head of Business Transformation


Implement the commercial lifecyle, including awarding contracts, monitoring contracts to KPIs, extending agreements and if necessary, negotiating early termination of deals


Undertake benchmarking analysis to provide evidence of value for money and to highlight potential opportunities to save money across the Trust


Support trust wide projects to review and unlock funding streams and writing of bids


Work in support of all Nexus schools and collaboratively with specific staff such as School Resource Managers in line with Nexus values








Safeguarding





Nexus MAT is committed to safeguarding and promoting the welfare of children and young people. The highest priority must be given to following the guidance and approaches to safeguard children and follow all safeguarding procedures outlined by the MAT and member schools.
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