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	Role Title: Purchasing Co-Ordinator
	Reports to: Procurement Governance Manager 

	Business Area: Finance
	People BP:

	Department: Procurement
	Location: Milton Keynes

	Reason for Evaluation:

	Purpose of the role:

To provide reactive purchasing support throughout the Group including but not limited to:
· Providing purchasing expertise reviewing and ensuring quality requisitions are submitted to third party suppliers
· Where appropriate, identify and deliver cost savings throughout requisitions 
· Identify process improvement opportunities e.g Coupa catalogues to streamline the Groups purchasing process
· Manage onboarding of all new suppliers and ongoing governance of suppliers to reduce supply chain financial and reputational risk 
· Support in the wider procurement transformation and ongoing delivery of Source to Pay system.
· Support in Supplier Performance and Relationship Management frameworks
· Provide admin support to the wider Procurement team e.g Rebates and third party management



	Role Accountabilities:

· Providing purchasing expertise reviewing and ensuring quality requisitions are submitted to third party suppliers
· Where appropriate, identify and deliver cost savings throughout requisitions 
· Identify process improvement opportunities e.g Coupa catalogues to streamline the Groups purchasing process
· Manage onboarding of all new suppliers and ongoing governance of suppliers to reduce supply chain financial and reputational risk 
· Support in the wider procurement transformation and ongoing delivery of Source to Pay system.
· Provide admin support to the wider Procurement team e.g Rebates and third party management

 

	Relationships: 
· MMG Business: Providing/requesting information around suppliers, contracts and performance
· Senior / Functional Management: Identifying business requirements, working with wider management to evaluate and make recommendations around supply arrangements. Influencing and leading commercial negotiations. 
· Suppliers 


	Leadership Expectations:

Leading Self - All roles



	Knowledge and Experience:

· Knowledge of purchasing process 
· Any experience of using Source to Pay systems, ideally Coupa.
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