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Job description
	[bookmark: _Hlk208495555]Job title
	 Procurement Lead

	Grade
	3

	Working pattern
	Fixed Term Contract

	Hours
	28 or 35

	Location
	Home-based with occasional office presence (as and when required)



Role purpose summary
The Procurement Lead sits within the Corporate Services and Finance Directorate reporting to the Procurement and Contracts Manager. The postholder will provide contract and commercial expertise supporting effective contracting across the organisation through robust governance, risk management, and assurance over key supplier arrangements.
The postholder will support end-to-end procurement activity with a strong focus on the contracting and post-award lifecycle, ensuring compliance with the Procurement Act 2023 (PA23). This includes ownership of contract set-up, administration and governance; leading on contract meetings and performance reporting as necessary; and managing contractual change such as variations, extensions, renewals and dispute resolution to protect value for money and service outcomes.
The postholder will be a contract and procurement subject matter expert, maintaining up to date knowledge of government policy and statutory procurement regulations. They will apply this expertise to shape fit-for-purpose contract terms, manage commercial risk, and secure commercial, operational and social value benefits in line with the government’s procurement goals.
Responsibilities and outcomes
· Lead the development and delivery of contract strategies across all values. Ensure contracting activity is compliant with the PA23, associated statutory guidance, and internal governance frameworks, with clear audit trails from award through to contract completion.
· Oversee and deliver a wide range of contract support functions, including: contract documentation, mobilisation, contract registers, governance reporting as required, and maintaining key commercial records throughout the contract lifecycle.
· Champion best practice contracting by influencing internal stakeholders to adopt clear specifications, proportionate contract terms, and a value-driven approach to contract governance, performance management, and commercial risk management.
· Advise project leads, contract owners and operational teams on contractual and regulatory obligations, including procurement thresholds, transparency requirements, sustainability and fair work practices, and ensure contract terms reflect HOS policy and the wider legislative framework (e.g. PA23).
· Support contract owners to implement effective contract management arrangements, including defining and embedding KPIs and SLAs, setting reporting requirements, and monitoring supplier performance to identify and address underperformance and realise benefits.
· Support scheduled contract reviews as required to assure delivery against agreed outcomes and value for money. Maintain visibility of key contract milestones (including end dates) for suppliers and work with the business to agree timely renewal, extension, re-procurement or exit strategies.
· Lead on complex or high-value commercial activity, including drafting and negotiating contract terms and conditions to align with HOS objectives, manage risk, and secure optimal value and service delivery.
· Maintain full adherence to internal procurement and contract governance procedures, including approvals, checkpoints, transparency obligations and audit requirements. Ensure timely and accurate completion of contracting documentation, approvals and records in line with organisational and regulatory standards.
· Provide professional guidance and day-to-day support to the Procurement Team to ensure consistent application of procurement and contracting processes, high-quality documentation, and effective contract governance across the organisation.
The postholder should strive at all times to adhere to the Housing Ombudsman Service values of learning, excellence, openness, and fairness.
HOS is committed to equality of opportunity in all its practices, policies, and procedures. It is our intention to promote a working environment that is free from harassment, bullying, victimisation, or discrimination, where everyone is treated with dignity and respect. We expect all staff to behave respectfully with courtesy and consideration, whilst carrying out their duties.
[bookmark: _Hlk157761570]

Person Specification

	
	Essential (E),
Desirable (D)
	Assessment method:
Application (A), Test/assessment (T), Presentation (P), Interview (I)


	Qualifications/CPD

	Relevant professional qualification (preferably MCIPS) and/or evidence of CPD and on-going continuous professional development.

	E
	A

	Experience

	Significant and demonstrable experience in commercial procurement and contract lifecycle management, including supporting or leading major procurement exercises and managing post-award delivery, governance and supplier performance.

	E
	A/I

	Experience of working in the public sector or on behalf of public sector clients (ideally within a Non-departmental Public Body) with working knowledge of public procurement and contracting requirements, including the Procurement Act 2023 (PA23), associated guidance, and transparency/audit obligations.

	E
	A/I

	Experience of developing effective working relationships with internal stakeholders and third-party suppliers, including drafting and negotiating contract terms, resolving commercial issues, and influencing proportionate contract governance and compliance.

	E
	A/I

	Experience of managing contract governance and post-award activity, including mobilisation, KPI/SLA implementation, performance reviews, and contractual change control (variations, extensions/renewals, dispute resolution and exit planning).

	E
	A/I

	Experience of project-based working and business partnering, supporting contract owners and stakeholders to plan procurements, implement contracts, manage risk, and deliver value for money and benefits realisation.

	E
	A/I

	Knowledge and Skills

	Strong organisational and prioritisation skills to deliver procurement and contracting outputs on time, including managing multiple contract milestones (e.g. approvals, reporting cycles, renewals and re-procurement timelines).

	E
	I

	Excellent communication and influencing skills, including the ability to chair contract meetings, present performance information clearly, and resolve commercial issues or disputes with internal stakeholders and suppliers.

	E
	I

	Ability to pay rigorous attention to detail, producing accurate contract documentation and maintaining robust commercial records, approvals and audit trails in line with governance and regulatory requirements.

	E
	I

	Strong analytical and decision-making skills, able to interpret financial and performance information to assess commercial risk, assure value for money, and recommend proportionate contract actions (e.g. remedies, variations or escalation).


	E
	I

	Ability to communicate with and influence stakeholders at appropriate levels, including contract owners, governance forums and suppliers, to drive compliance, manage risk and improve contract outcomes.

	E
	I

	Continuous improvement mindset, with the ability to strengthen contracting processes and contract governance, improve supplier performance management, and share learning and best practice across the organisation.

	E
	I

	Behaviours

	Fairness – Able to make decisions based on available evidence
	E
	I

	Learning – Supportive in the development of staff and stakeholders
	E
	I

	Openness – Willing to be accountable for performance of the team 
	E
	I

	Excellence – Committed to delivering continuous improvement in service delivery

	E
	I

	Additional Requirements
	
	

	To comply with the Housing Ombudsman Equal Opportunities policies
	
	

	To comply with the Housing Ombudsman Health and Safety policies
	
	

	To comply with the Housing Ombudsman IT policies and procedures
	
	

	This role profile is not exclusive or exhaustive. It is intended as an outline indication of the areas of responsibility and may be amended in light of the changing needs of the organisation.
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	14/05/2026 (As Contracts Manager)
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