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Bradford has created a new Children and Families Trust, which has been commissioned by Bradford Council to deliver a wide range of services for children, families and young people on their behalf.   The Trust is accountable for determining how outcomes of these services are achieved and for the day-to-day running of commissioned children’s services. 

This is an important opportunity to renew our approach to delivering the support that Bradford’s children, young people and families in need, by renewing services and creating a new organisation. We are bringing the mindset, dynamism and energy of a start-up together with the national expertise and determination of the Trust’s Board, senior leadership and our colleagues’ practical experiences of providing children’s services in Bradford. 

As a new organisation, Bradford Children and Families Trust has established our own purpose, vision, and outcomes for what we aim to achieve. 

Our vision: For all children and young people in Bradford to be safe and able to realise their full potential. 

Our purpose: To provide high-quality services with partners that help safeguard, support and promote the welfare of children, young people and families across the Bradford District.

We will achieve this through continuous improvements in our services and positive collaboration with our staff, our partner organisations.



The Procurement Specialist will provide professional procurement advice and support across Bradford Children and Families Trust, working with service leads, commissioners, budget holders and other stakeholders to deliver compliant and effective procurement activity.

The post holder will manage procurement exercises through the full procurement lifecycle, including developing sourcing strategies, advising on routes to market, preparing procurement documentation, managing competitive processes, supporting evaluations and completing contract award requirements. The role will also provide technical advice on frameworks, exceptions to competition, contract extensions, variations and modifications.

Working under the direction of the Procurement Business Partner, the Procurement Specialist will help ensure procurement activity complies with the Trust’s Contract Standing Orders, Scheme of Delegation, the Procurement Act 2023 and other relevant requirements. The post holder will support the delivery of value for money, effective commercial outcomes and proportionate procurement solutions that meet service needs

[bookmark: _Hlk170977051]Role Title: Procurement Specialist
Salary: PO4
Location: Hybrid – Min 2 days in office
Report to: Procurement Business Partner
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Job Overview 
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1. Manage procurement exercises through the full procurement lifecycle, from initial planning and route-to-market development through to tender evaluation, contract award and handover.
2. Provide professional procurement advice to service leads, commissioners and budget holders on sourcing options, procurement routes, timescales, evaluation methods and documentation requirements.
3. Develop proportionate procurement and sourcing strategies that respond to service requirements, market conditions, commercial risks and value-for-money objectives.
4. Prepare and quality-assure procurement documentation, including specifications, invitations to tender, evaluation criteria, pricing schedules, supplier instructions, notices, assessment summaries and award documentation.
5. Manage procurement activity through the Trust’s electronic procurement and contract management systems, including publication of opportunities and notices, supplier communications, clarifications, tender submissions and audit records.
6. Lead or facilitate tender evaluation processes, providing guidance to evaluation panels, supporting moderation, managing conflicts of interest and ensuring decisions are fair, transparent, evidence-based and properly documented.
7. Advise on and manage the compliant use of framework agreements, dynamic markets and other collaborative procurement arrangements, including direct awards and further competitions where permitted.
8. Review and provide technical procurement advice on exceptions to competition, contract extensions, variations and modifications, escalating complex, high-risk or legally sensitive matters to the Procurement Business Partner or Legal Services as appropriate.
9. Prepare, review and support the progression of award recommendations and tender evaluation reports, ensuring the required evidence and approvals are in place before contract award.
10. Support Contracts Panel activity by reviewing submissions, presenting procurement recommendations where required, responding to queries and ensuring agreed actions are completed before procurement or contract decisions progress.
11. Maintain accurate procurement pipeline, sourcing, supplier and contract information, supporting forward planning, statutory reporting, performance monitoring and the effective operation of the Contracts and Grants Register.
12. Build effective working relationships with services, Finance, Legal, commissioners, suppliers, the Council and other public sector organisations to deliver compliant procurement outcomes, identify opportunities for collaboration and support continuous improvement across the Trust.



Main Duties and Responsibilities
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We are looking for applicants who can demonstrate that they meet the following requirements:

Education
1. Chartered Institute of Procurement and Supply (CIPS) qualification at Level 4 or above, or an equivalent relevant procurement or commercial qualification. 
2. Applicants working towards an appropriate procurement qualification may be considered where they can demonstrate substantial relevant procurement experience. 
3. English and Maths GCSE at Grade A to C / 9 to 4, or equivalent qualifications.

Experience 
1. Experience of managing procurement exercises through the full procurement lifecycle, from planning and route-to-market development through to evaluation, award and contract handover. 
2. Practical knowledge of public sector procurement legislation, including the Procurement Act 2023, and experience of applying procurement governance requirements. 
3. Experience of preparing procurement and tender documentation, including sourcing strategies, invitations to tender, evaluation criteria, pricing schedules, notices and award documentation. 
4. Experience of using framework agreements, dynamic markets or other collaborative procurement arrangements, including further competitions and direct awards where permitted. 
5. Experience of supporting tender evaluations, moderation activity, supplier clarifications and contract award processes. 
6. Experience of providing procurement advice to service leads, commissioners, budget holders and other stakeholders. 
7. Ability to analyse commercial, financial and supplier information, identify procurement risks and recommend proportionate solutions. 
8. Experience of using electronic procurement, contract management and financial systems, with strong Microsoft Office skills. 
9. Strong written and verbal communication skills, with the ability to explain procurement requirements clearly to non-procurement colleagues. 
10. Ability to manage a varied workload, work to competing deadlines and escalate complex or high-risk matters appropriately.

Special Conditions 
1. The post holder may occasionally be required to attend meetings or procurement activities outside normal working hours. 
2. The role may require travel between Trust locations and other local sites. 
3. The post holder will be expected to undertake continuing professional development and maintain current knowledge of procurement legislation, policy and best practice. 
4. Relevant pre-employment and safeguarding checks will be completed in accordance with Trust requirements.
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Bradford Children and Families Trust is committed to safeguarding and promoting the welfare of all children who use our services and as such expects all staff to share this commitment. 
Successful applicants will be required to complete the relevant safeguarding checks. An DBS check might be requested.
We are an equal opportunities employer.
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Personal Qualities and Attributes

A knowledge of and commitment to Equality & Diversity ssues

Excellent inter-personal skills

Self-motivated, ability to work under pressure and demonstrate
resilience
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Embrace and promote 3 coaching ethos and willingness to learn
with ability to motivate and get the best from others
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