	Date:

	August 2025 


          

JOB DESCRIPTION & PERSON SPECIFICATION

	Post title:
	Contract & Supplier Manager

	Post number
	

	Faculty/Service:
	Knowledge & Digital Services

	DBS check required:
	N

	Employee Category:
	Professional Services

	Grade:
	7

	Post responsible to:
	Director of Knowledge & Digital Support


	Post/s responsible for:
	None




	Job purpose

	To create and maintain internal standards and advice on the procurement or commissioning of externally supplied services. Working with the University Procurement Manager ensuring that Knowledge & Digital Services meet all compliance requirements in all aspects of procurement.  Included in this is the identification and management of suppliers to ensure successful delivery of products and services. To have oversight of supplier performance with our strategies and plans, balancing costs, efficiencies, and service quality. Turning suppliers into partners based on collaboration, trust, and open communication to encourage co-innovation and service improvement. Being proactive in working with suppliers to resolve operational incidents, problems, poor performance and other sources of conflict. 

The postholder also manages performance and risks across multiple suppliers (internal and external) using a set of agreed metrics. The overall management and control of the operation of formal contracts for supply of products and services.




	Main duties and responsibilities

	Influence policy and procedures covering the selection of suppliers, tendering, procurement, and benchmarking.

	Establishes procurement strategies, standards, methods, processes, and good practices that ensure compliance with legislation, regulation and third-party information security.

	Identifies external partners, engaging with professionals in other related disciplines as appropriate.

	Lead the KDS procurement process, from clarifying requirements through to placing, monitoring and terminating contracts.

	Define the approach for commercial communications, and the management and maintenance of the relationship between KDS and suppliers

	Ensures positive and effective working relationships are developed and maintained across the Department and suppliers

	Review supplier analysis and assesses effectiveness and value for money, including benchmarking

	Negotiate and resolve contractual issues, including failure to meet contractual obligations.

	Champion continuous improvement programmes with suppliers and jointly developing strategies and incentives to enhance performance.

	Any other duties as may be reasonably required.

	General information

	It is anticipated that this job description will change over time in accordance with the needs of the role.  The role holder will be fully consulted on any proposed amendments.

We delight in diversity in our workforce and seek those that share this value





		PERSON SPECIFICATION	


	The person specification details the attributes that the successful post holder requires to enable them to succeed in this role.  

Each of the attributes are designated as either essential (E ) or desirable (D).  

In order to be shortlisted for interview, your application needs to demonstrate that you meet all of the essential (E ) attributes and as many of the desirable (D) attributes as possible that are being assessed at application (A) stage.

(I = interview, P = presentation, T = test)



	ATTRIBUTES
	ESSENTIAL or DESIRABLE
	ASSESSMENT AIPT

	EDUCATION/TRAINING
	 
	 

	Degree level 
	D
	A

	Professional membership of relevant body
	D
	A

	EXPERIENCE
	 
	 

	Managing and negotiating contracts
	E
	A, I

	Building partnerships with key suppliers / vendors
	E
	I, P

	Experience of utilising public sector procurement consortiums or Frameworks
	D
	A, I

	KNOWLEDGE
	 
	 

	Basic contract awareness
	E
	A, I

	Key Performance Indicator setting and monitoring techniques 
	E
	A, I

	SKILLS/ABILITIES
	 
	 

	Influencing and negotiation 
	E
	A, I, P

	Excellent interpersonal and communication skills
	E
	I, P

	Analytical approach to measurement of analytics, KPIs, SLAs and other measures 
	E
	I

	PERSONALITY
	 
	 

	Self-driven and motivated 
	E
	I

	Ability to manage a number of activities and projects at one time 
	E
	I

	Ability to work to deadlines and under time pressure 
	E
	I

	Ability to build respect in suppliers and across the University 
	E
	I, P

	OTHER
	 
	 

	Demonstrate commitment to University Values
	E
	A, I
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