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Procurement coordinator 

Role brief 

Directorate Finance and commercial 
Base location 

ection 

Harwell or Bristol 
Grade C 
Level 15 
Job family Professional services 
Date October 17 
Reports to John Shaile  
Responsible for Procurement team member 

 

1. Background 

 

Jisc is the UK higher, further education and skills sectors’ not-for-profit organisation for digital services and 

solutions.  

We: 

         Operate shared digital infrastructure and services 

         Negotiate sector-wide deals with IT vendors and commercial publishers, and 

         Provide trusted advice and practical assistance for universities, colleges and learning providers. 

 

Finance and commercial: We enable Jisc to achieve its strategic objectives by providing prudent and effective 

financial compliance, management and advice. We are responsible for maintaining Jisc’s solvency and liquidity. This 

includes all finance and tax matters; reporting, control, budgeting and forecasting at a group, directorate and 

service levels. We also manage all procurements across Jisc and assist and supports the work of colleagues across 

Jisc. 

 

2. Purpose and scope 
 
Jisc purchases all of its goods and services in accordance with the Public Contracts Regulations in England and Wales 

(sometimes referred to as the “EU Directives”).  To ensure that managers are able to procure effectively and in 

compliance with the regulations, the company has a central procurement team.   

The procurement coordinator will work within Jisc’s procurement team. The procurement team manages all EU, 

public sector framework and mini-competition procurements within all directives of Jisc and assists and supports the 

work of all directorates and other members of staff who are working on any kind of procurement activity. 

The procurement coordinator will work within the procurement team and will be responsible for administration of 

procurements undertaken by all directorates to ensure that a robust audit trail is available for each individual 

procurement activity. This will involve working with the director of procurement, procurement manager and 

procurement panel members to carry out the procurement coordinator tasks outlined in the quality management 

framework. The procurement coordinator will also take the lead on some lower value procurements. 

The EU legislation is modified on occasion and (together with the director of procurement and procurement 

manager), the procurement coordinator will be expected to assist in tracking legislation and to advise on changes 
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that should make to procurement processes. The procurement coordinator will be required to assist the procurement 

team members in the continual development of the procurement strategy for Jisc by monitoring and acting upon 

developments in procurement legislation and good practice and to manage the process within the management 

framework.  

3. Key accountabilities and role outputs 
 
Responsibilities will be expected to be developed and finalised over time and will include but will not be restricted to: 

 

 To lead on some below EU threshold procurements and utilise the LUPC or other public sector frameworks 
where possible 

 To ensure that a robust audit trail via the e-procurement systems is maintained for each individual 
procurement 

 To provide training on EU legislation to procurement panel members 

 To act as an Expert User of the PROACTIS e-procurement system and to advise and train colleagues and to 
support suppliers as required whilst ensuring that a robust audit trail via the e-procurement system is 
maintained for each individual procurement 

 Sufficient and up to date procurement process knowledge is essential for the procurement coordinator. This 
will involve undertaking short courses on subjects to be agreed between the procurement manager and the 
procurement coordinator 

 The procurement coordinator is required to maintain proper professional relationships with external 
participants in the procurement process. This will include suppliers and external panel members. To ensure 
that this is achieved a record of all communication with external participants and suppliers will be recorded 
in the e-procurement system 

 The procurement coordinator is required to take responsibility for the production of the monthly expenditure 
review and to work with the relevant contract monitors to ensure that the procurement status is updated on 
a timely basis 

 To develop expertise in developing contract notices and contract award notices for submission to the OJEU 

 The procurement coordinator is also expected to assist the procurement team members in any other tasks 
that may arise as required 

 

4. Skills, knowledge and experience 
 
 

 Essential Desirable 

Qualifications   The procurement coordinator 
will have, or be working 
towards a full MCIPS 
qualification 

Experience  At least two years’ experience in a procurement 
role 

 Practical experience of using 
e-procurement systems 
would be an advantage 

 Experience of negotiating 
contracts 
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Knowledge  A good knowledge of the OJEU procurement 
processes, procedures and the ability to track 
and advise on changes to relevant legislation 

 

Skills  Will be expected to work effectively and 
efficiently with the individual purchasers to 
ensure that all procurement matters are dealt 
with in a timely manner 

 Good planning and time management skills will 
be required and the ability to prioritise 
workloads in accordance with corporate goals 
and objectives 

 Excellent stakeholder management skills will 
be essential to the role especially when dealing 
with internal business groups, senior 
management, research/education institutions, 
purchasing consortia and existing/potential 
suppliers 

 Good communication skills will be required in 
all areas of the job including writing 
documents, customer/supplier meetings, 
educating stakeholders on procurement 
processes and policy and sharing information 
across the organisation 

 The role requires the development and 
maintenance of good working relationships 
within all directorates. Particularly important 
are the relationships with the purchasers 

 The role requires the development and 
maintenance of proper and professional 
working relationships with suppliers that are 
bidding for procurements and with existing 
suppliers 

 

 

 
 

5. Key contacts 
 

Important additional information 

The procurement manager will discuss all elements of the role brief with the appointee on appointment and after 

six months, recognising that some elements may need changing. 

The above is provided for guidance, is not contractual, and is not an exhaustive list of all accountabilities that the 

post-holder may have.   

 


