
 

Job Description        
 
PROCUREMENT OFFICER 
 
Grade:   3/ 4  
 
Location:   Sutton, Surrey SM2 
 
                                                  
General Purpose of Job: 
 
To carry out duties within the Procurement Team, providing administrative support to 
ensure the smooth and efficient running of the Team.  Particular focus on supporting 
formal tender procedures and the Team’s internal processes.   
 
Functional Links 
 
The post holder will liaise with College and School staff, suppliers and public sector 
buying organisations and other Trusts and maintain the high standards of the Trust. 
 
Reporting Relationships 
 
The Procurement Officer will be expected to work under the direction of the 
Procurement/Contracts & Assets Manager. 
 
DUTIES AND RESPONSIBILITIES:- 
 
Procurement Officer 
 

1. Act as central contact for all New Supplier and Trade Account requests, carry out 
credit checks and other due diligence 

 
2. Maintain the Trust’s preferred supplier list, and analyse and produce reports to 

aid this process 
 

3. Update the Trust’s contract registers and ensure consistency and accuracy and 
that all centrally procurement contracts and entered.  Offering support to schools 
and college centres where necessary.   

 
4. To support the Contracts Manager with contract renewals including, analyzing 

and summarising data 
 

5. To download all tender bids from the eTendering platform and making these 
available to evaluators via secure SharePoint links.  Undertaking all the due 
diligence checks such as credit reports, insurance checks, registration validations 



 

and calling for references using Google Forms.  Undertaking initial evaluation of 
tender bids to present evaluation comparisons. 
 

6. Raise requisition/purchase orders as required 
 

7. Ensuring punch-out access to online catalogues is working effectively and 
providing value for money 

 
8. Provide assistance to schools and college centres with regard to sourcing of 

goods and services  
 

9. Maintain the Team’s intranet pages ensuring they remain current and informative 

 
10. To conduct Supply Chain Market Research; researching new suppliers and 

products, using the internet, phone and other methods where required  
 

11. To ensure the Team’s electronic filing system is up-to-date 
 

12. To arrange and co-ordinate supplier presentations and training events; organising 
meetings rooms, receiving guests etc 
 

13. To deal with day to day enquiries from internal and external stakeholders and 
suppliers in a professional and timely manner 
 

14. To seek customer feedback on contracted services via Google Forms and 
present summary reports of the outcomes 
 

15. To take key notes from contractor review meetings detailing key issues, decisions 
and actions 
 

16. To advise customers on Finance Regulations pertaining to the purchase of goods 
& services 
 

17. Facilitating supplier site visits to schools and college centres where necessary 
 

18. Provide administrative support to the Team as required. 
 
Other duties 

 
19. To work both as part of a team or under minimum supervision 

 
20. Prioritise workload to achieve own and team goals 

 
21. To maintain information in a confidential manner 

 
22. To maintain accurate accounting records in the performance of duties 



 

 
23. To demonstrate a commitment to safeguarding children and vulnerable adults 

 
24. To carry out all duties in accordance with OHCAT policies 

 
25. To carry out other such similar duties that may be reasonably required. 

 
 


