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Post Title: Procurement and Contracts Officer 

Job Purpose: To ensure St Clare Catholic Multi Academy Trust has compliantly 

procured third party contracts with suppliers, delivering high quality 

goods and services and value for money. 

Prepare and undertake procurement activities for St Clare Catholic 

Multi Academy Trust, manage supplier relationships and monitor 

contractual performance and ensure that opportunities for continual 

improvement are explored and implemented. 

Responsible to:  Chief Financial Officer 

Responsible for: None 

Internal Working 

Relationships: 

CFO, Principal, Senior Leadership Teams, Finance 
Assistants/Officer(s), Financial Accountant, Central Service Teams,  
Budget Holders, Trust Staff and Learners. 

External Working 

Relationships: 

Suppliers, Contractors, Procurement Framework Bodies,  Partner 
Academies, Education Skills Funding Agency, Local Authorities, 
Internal and External Auditors.  

Hours of Work: 18.5 - 37 Hours per week – Term Time or Full Time 

Grade and Range of Post: NJC Range 17 – 26 (£26,845 – £32,909)  
Pay Award Pending 

Current Base: Hallam Pastoral Centre or at any premises used from time to time by 
St Clare CMAT, unless your duties take you elsewhere.  St Clare CMAT 
reserves the right to require you to work at such other place or places 
as it may reasonably require from time to time subject to the 
provision of reasonable notice. 

Disclosure Level: This post is subject to an enhanced DBS check 
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Main / Core Duties: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Assist the Chief Financial Officer to develop St Clare Catholic Multi 
Academy Trust’s strategy on procurement, contract management 
and continuous service improvement. 

Develop a medium to long-term procurement roadmap highlighting 
key and high value procurement activities in support of St Clare’s 
procurement and contract management strategy. 

Engage with central and academy colleagues to develop their annual 
procurement plans, exploring opportunities for consolidation and 
identifying routes to market as well as pre-market engagement, 
where appropriate.  

Preparing tender documentation by liaising relevant colleagues and 
budget holders as required, including recommending appropriate 
key performance indicators (KPIs) and management terms for 
inclusion.  

Management of end to end procurement exercises, advising on and 
leading colleagues and budget holders through the procedures and 
working with the Chief Financial Officer and external legal advisors 
to finalise the agreements/contracts.  

Ensure that procurement management processes are developed and 
implemented to achieve efficiency and value of money (VfM).  

Advising on and assisting budget holders with managing supplier 
performance against contractual terms and KPIs. This may include 
helping them understand and oversee service level compliance, 
identifying and reporting upon areas of concern or for improvement 
and assisting with remedial action, liaising with the Chief Financial 
Officer and external legal advisors where necessary.  

Maintaining and monitoring St Clare’s contracts register to ensure all 
relevant parties are fully aware of contractual periods.  

Ensure St Clare colleagues and operational budget holders make 
timely decisions on required contract extensions or contract close-
out. Where re-procurements or new service procurements are 
required, ensure they are planned in a timely fashion and transition 
periods factored in and monitored.  

Liaise with St Clare colleagues and budget holders to check current 
status of contracts and informing the Chief Financial Officer and 
Head of Finance when service variations require contract change or 
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increased/decreased spend or when contracts are dormant or no 
longer needed.  

Actively manage St Clare’s relationships with suppliers, contractors 
and procurement framework bodies including attending meetings 
and responding to requests for information where necessary.  

Operational Planning: 
To manage own workload to ensure the timely, accurate and 
consistent provision of management reports. 

Prepare and keep updated an annual procurement plan for St Clare 
Catholic Multi Academy Trust as a whole and report progress to the 
Chief Financial Officer on a termly basis.   

Ensure supply chain risk is addressed when planning procurement 
activities with St Clare colleagues and budget holders to help 
mitigate risk contractually and through supplier/contractors 
relationships. 

Service Development: Identify opportunities for continual improvement in services and 
improving value for money (VfM) through the procurement process.  

Develop opportunities to streamline and consolidate procurement 

activities utilising electronic tendering portals and other available 

resources. 

Provide a customer focused service, ensuring that effective and 

constructive working relations are developed and maintained. 

Staffing and Staffing 

Development: 

 Identify procurement and contract management training needs 
while liaising with St Clare colleagues and budget holders. Develop 
engaging programmes of training and support to address basic and 
more complex procurement and contract management needs. 

Recruitment / Deployment of 

Staff: 

None 

 

Quality Assurance: Benchmark prior and current procurement activities against public 
sector procurement frameworks for quality and value for money 
VfM). 
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Annually report on the suitability of procurement activities, practises 
and procedures when compared against public sector benchmarks 
e.g. ESFA – Procurement for School and Public Contracts regulation 
2015. 

To comply with and support the work of the internal and external 
audit teams.   

To identify and highlight any breach of St Clare’s policies and 
procedures and financial regulations. 

Management Information 

and Administration: 
To maintain the confidentiality of all personal and financial 
information relating to the activities of St Clare and related parties. 

Safeguard all commercially sensitive information exchanged pre and 
post tendering/contractual periods. 

Ensure compliance with the requirements of GDPR. 

Communications: To ensure all communications with service users and stakeholders 
reflect the culture and values of St Clare CMAT.  

Marketing and Liaison:  Develop, nurture and maintain the positive image of St Clare Catholic 
Multi Academy Trust.  

Attend all functions and meetings as directed by the CFO to support 
the delivery of the role and promote the values of St Clare.   

Management of Resources 

(Other than People): 

To take responsibility for the safe use and safe keeping of all 
resources provided for delivery of the role of Procurement and 
Contracts Officer. 

To constantly strive for VfM and greater efficiency in the use of public 
and charitable funds and donations.  

Corporate Responsibility: To abide by and implement all policies and procedures of St Clare, 
including being aware of and responsible corporately and 
individually for Health and Safety. 
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Other Specific 

Responsibilities: 

To contribute to the overall aims and objectivities of St Clare by 
ensuring the core values are exemplified in your attitude, language 
and behaviour. 

To continue personal development in areas relevant to your role and 
to participate in staff performance management and appraisal 
reviews. 

General Statement: This job description sets out the main duties and responsibilities of 
this post at the time of drafting. It cannot be read as an exhaustive 
list. It may be altered at any time in consultation with the post 
holder. 

Safeguarding: St Clare is committed to safeguarding and promoting the welfare of 
children, young people and vulnerable adults and expects all staff 
and volunteers to share this commitment and individually take 
responsibility for doing so. 

Date: 16 June 2023 

 

 


