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	Post title
	Procurement Assistant

	Salary and grade:
	NJC7 to 11 (Band E) 


	FTE
	Part time (TBC), 52 weeks


	Line manager/s:
	Procurement & Contracts Officer 
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Main purpose of the job:
The post holder will provide operational and administrative support across the Trust’s procurement function, helping to ensure business activities are well-organised, efficient, and compliant with policy and statutory guidance. As the first point of contact for procurement queries from Nexus MAT academies and external partners, the postholder will play a crucial role in supporting day-to-day purchasing activity and enabling the smooth delivery of services, by exercising excellent customer service skills at all times.


Person Specification
	
	
	Essential
	Desirable

	Qualifications
	5 GCSEs including Maths and English or NVQ equivalent in business administration 
	•
	

	Experience
	Sound organisational and administrative skills.
	•
	

	
	Friendly and professional communication style.
	•
	

	
	Ability to manage and prioritise multiple tasks effectively.
	•
	

	
	Strong IT skills, particularly in Microsoft Office (Excel, Word, Outlook)
	•
	

	
	Experience and understanding of relevant legislation and regulations relating to procurement and contract management
	
	•

	
	Experience of working in a school, academy trust, local authority or other comparable public, private or voluntary sector financial management or procurement role
	
	•

	
	Commercial awareness and ability to achieve value for money
	•
	

	Thinking Ability 
	An analytical thinker who can process complex information quickly and rigorously in order to recommend effective decision making
	•
	

	Personal Effectiveness
	A proactive, can-do attitude with a willingness to learn.
	•
	

	
	Self-confident with the ability to transmit appropriate messages to appropriate audiences 
	•
	

	
	Works reliably under pressure to produce timely, accurate information
	•
	

	Interpersonal Relationships 
	Effectively engage and communicate with others
	•
	

	
	Able to modify own behaviour to achieve the required outcomes
	•
	

	
	Goes out of the way to establish contacts and use the relationships to achieve business objectives. 
	•
	

	
	Able to remain approachable and professional at all times.
	•
	

	General 
	Able to work flexibly, including any service specific hours
	•
	

	
	Demonstrate a firm commitment to the concept of Multi-Academy Trust and desire to see the Trust flourish and expand in a sustainable manner 
	•
	

	
	Applicants must undergo a DBS check.
	•
	


Key duties and responsibilities





Service Support and Engagement


Act as the first point of contact for procurement queries from the central Trust team, academies, and external partners.


Provide timely, professional, and helpful responses to internal and external stakeholders seeking procurement guidance.


Escalate complex or higher-risk matters to the line management and/or senior officers as appropriate.


Procurement Administration


Support the preparation and coordination of procurement exercises, including the gathering of quotations and completion of compliance documentation.


Assist with the distribution, collection, and logging of tender or supplier evaluation documents.


Maintain the commercial inbox, shared folders, and standard template library.


Ensure compliance with policy and procedure at all times.


Contract and Supplier Records


Keep supplier records up to date and maintain accurate information within the Trust’s contract register.


Support contract monitoring processes and assist with tracking contract renewals and deadlines.


Ensure supplier documentation, insurance certificates, and compliance records are stored appropriately.


Data and Compliance


Input and maintain procurement data and spreadsheets to support spend analysis and reporting.


Support assurance activity to ensure Trust procedures and public procurement regulations are followed.


Assist with the preparation of regular reports on procurement activity, pipeline progress, and supplier performance.








Safeguarding





Nexus MAT is committed to safeguarding and promoting the welfare of children and young people. The highest priority must be given to following the guidance and approaches to safeguard children and follow all safeguarding procedures outlined by the MAT and member schools.
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