
 

          
JOB DESCRIPTION 
 
Job Title:  Head of Procurement 
 
Reporting to:  Director of Finance - Operations 
 
Line Managing    
Responsibilities: None currently but subject to change 
 
Working with:  Financial Accountant – Academies 
    School Business Managers – Academies 
 
 
Main Responsibilities: 
 
To oversee the procurement strategy for the whole family ensuring compliance and 
value for money is achieved across the group. Lead on the development, 
implementation and maintenance of procurement policies and procedures to 
support efficient delivery and value for money and ensure legislative compliance 
across the organisation.  
  
Specific Responsibilities: 
 

1. Lead in the management of procurement issues. Ensure contracts are 
contributing the best value for money across the group, including contract 
management and ongoing review and negotiations. 

 
2. Leading the design and delivery of Procurement strategies and processes, 

Leading the team in driving down the cost of supplies 
 

3. To maintain and oversee the Contracts Register, liaising with budget 
managers to ensure contract management requirements in terms of 
retendering deadlines and OJEU thresholds are met. 

 
4. Maintain best practice to achieve procurement excellence, ensuring the 

strategy is followed by colleagues across the group. 
 

5. Oversee and run the procurement process including running mini 
competitions and OJEU tenders for the group. 

 
6. Lead in writing specifications for goods, works or services required across 

the group. 
 
7. Creation and management of preferred supplier list across the group.  

 
8. Identify effective methods of procurement for goods and services ensuring 

they are implemented in line with the organisations financial regulations and 
delegated authorities. 

 



 

 
 

9. To provide procurement expertise and leadership to colleagues across the 
group ensuring EU and UK legislation is adhered to. 

 
10. Co-ordinate the development and delivery of value for money strategy and 

ensure that all related savings are captured and reported on a regular basis. 
 

11. Work with Finance to deliver robust value for money self-assessment tracking 
on all VFM related projects and activities. 

 
12. Develop, monitor and report to SLT and Board and other stakeholders on the 

delivery of the procurement strategy including a savings tracker. 
 

13. To take on other duties commensurate with this post as directed/delegated 
by the Director of Finance. 

 
14. To make regular visits to the Academies and other sites as needed to ensure 

the smooth running of the team and functions. 
 

15. To undertake Continuing Professional Development (CPD) and training to 
update own skills and knowledge. 

 
16. To carry out all duties in accordance with College and OHCAT policies, 

including the Equality and Diversity Policy, Safeguarding policies and Health 
and Safety Policy. 

 
17. To carry out other such similar duties that may be reasonably required by the 

Director of Finance or by the Senior Leadership Team. 


