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Procurement Officer 

Salary Scale 3/4: £22,573 to £24,680 per annum inclusive of London Weighting Allowance 

Based in Sutton, Surrey, SM2 

Hours: Full time, 36 hours per week, throughout the year 

Applicants wanting to work part time and/or flexibly will be considered. 

Hybrid working – with an expectation to work up to 3 days in our office in Sutton. 

 

What makes working at OHC&AT uniquely rewarding is that we are a family of College centres 

and schools, fully representative of all designations of special education needs and disabilities 

and we are all passionately committed about putting the students and their individual outcomes 

at the heart of everything we do. We currently have 4 regional hubs - North West 

London/Slough, South West London, Sutton and Croydon and Surrey & Sussex. 

 

For children and young people, especially those with special educational needs or who 

experience other barriers to learning, our world can present many challenges. All young 

people deserve to leave education confident that they have developed the skills they need to 

achieve their ambitions, with meaningful education, work and life experiences to draw on. 

This is the confidence that we aim to deliver. 

 

We are steadily extending the reach of our provision within our local communities from 

primary through secondary to further education, smoothing transitions and giving pupils and 

students the benefit of expertise generated from our collegiate approach to knowledge-

sharing amongst our staff. All of this is underpinned by a suite of shared services whose expert 

staff work closely with students and staff in each school/College centre and with affiliates and 

commissioning organisations to improve educational and operational quality at every level to 

benefit our students. 

 

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.  The job description provides the 

detail of the role. 

 

You should have good administrative experience and ideally within the education or public 

sector.  Highly competent at MS Word, Excel, Outlook and Google Forms, etc.   

 

There may be a requirement to visit our schools and college centres although main working 

will be at our office in Sutton. 

 

 We can offer you: 
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 Competitive pension scheme (LGPS) 

 A supportive team 

 Perkbox benefits package offering numerous discounts across stores, gyms, cinema, 

supermarket discounts, as well as supporting staff with their financial, physical and 

emotional well-being 

 Sponsorship for CIPS professional training and membership. 

 

To apply for this role please visit https://orchardhill.ac.uk/vacancies/ to download an 

application form. Please send your completed application form to jobs@orchardhill.ac.uk.  

Please note that CV applications will not be considered. 

Closing Date: 12 noon on Thursday 24th March 2022 

Interview Date: Wednesday 30th March 2022 – in person at OHC&AT’s offices in Sutton 

OHC&AT 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. 

OHC&AT aims to select staff on merit, irrespective of race, sex, disability, age or other protected 

characteristics. In order to monitor the effectiveness of our Equality Policy and recruitment procedures, 

we ask that all applicants complete an equal opportunities monitoring form. 
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