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JOB PROFILE: 	Procurement Co-ordinator
REPORTS TO: 	Procurement Business Partner
PURPOSE:	The Procurement Officer will support the delivery of effective, compliant, and value-for-money procurement activity within the organisation. The role includes low-value procurement exercises, maintaining the Contract Management Register, coordinating contract management activities, and supporting purchase-to-pay processes including order processing and invoice validation.
Main Responsibilities
Provide procurement support in line with internal policies and the Procurement Act 2023
Support procurement activities including planning, tendering, and supplier engagement for low-value and framework-based procurements
Maintain the Contracts Register ensuring records are accurate and up to date
Assisting with Contract Management 
Support purchase-to-pay activities including order processing, invoice validation, and system updates
Support supplier onboarding and maintenance of supplier data
Maintain procurement systems ensuring data quality across contracts, suppliers, and catalogues
Produce management information including basic spend analysis
Support contract monitoring activities and maintain records of performance and reviews
Support document and data management using systems such as SharePoint
Build effective working relationships with stakeholders and suppliers
Support operational requirements including general administrative tasks and logistics coordination where required
Knowledge, Skills & Experience
Understanding of procurement principles (CIPS, NVQ or equivalent experience)
Awareness of public sector procurement requirements
Experience of procurement systems including contract registers, supplier data, or purchase-to-pay processes
Ability to analyse data and support spend reporting
Strong organisational and administrative skills
Good communication skills
Proficient in Microsoft Office, including SharePoint
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