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	[bookmark: _Hlk143510249][bookmark: _Hlk143510681]1.
	Job Title
	Supplier Manager

	2.
	Function & Business Unit  
	Operations 

	3.
	Location 
	Brierley Hill / Colchester / Cardiff

	4.
	Hiring Entity 
	Arc Legal Group

	5. 
	Insurance Distribution Directive (IDD) Continuing Professional Development (CPD) Requirements
	IDD CPD - in scope

	6.
	Committee Roles
	· None

	7.
	Direct & Indirect 
Reporting Line
	Direct Line Manager
Procurement Manager
Indirect (dotted) Line Manager
None

	8.
	Direct & Indirect Reports 
	None

	9.
	Key Stakeholders
	Head of Technical Claims
Head of Partnerships
Head of Business Development
Financial Operations Manager
Data & MI Manager

	10.
	Last Review Date
	July 2026





Position overview

Reporting to the Procurement Manager, the Supplier Manager is responsible for managing relationships between Arc Legal and its external supply chain, including outsource partners with claims handling/helpline authority and solicitors. 

This role plays a critical part in ensuring Arc Legal’s supply chain delivers consistent, compliant, and customer-centric service outcomes. Success in this role will be measured through supplier performance stability, service improvements, and risk reduction.

Essential job functions

The Supplier Manager will deliver effective management of allocated suppliers in line with the agreed group policies and procedures. This will include:
· Effective management of allocated suppliers in line with the agreed group policies and procedures. Managing the ongoing review and profitability of allocated outsourced arrangements.
· Ensuring receipt of and review of contracted MI against agreed SLAs. Management of suppliers to achieve all agreed SLAs. Establishment, monitoring and completion of corrective action plans and audits. Reviewing and validating incoming supply chain invoices against MI. 
· [bookmark: _Hlk150938581]Produce, implement and maintain standard operating procedures.
· Facilitation and resolution of general queries from supply chain and internal teams in relation to suppliers.
· Obtaining supply chain information or marketing material for the purpose of tenders received by Arc, or client reviews.
· Support in undertaking supply chain tenders.
· Assist in the production of performance reports and ensure suppliers are managed in line with acceptable risk tolerances.
· Manage the supply chain on-boarding and ongoing management processes for allocated suppliers in accordance with agreed procedure, to include:
· Obtaining commercial terms.
· Arranging due diligence in conjunction with the Governance Team.
· Checklist completion, including agreeing MI format, policy data feeds, operational processes etc.
· Implementation of agreed claims bordereau templates with external suppliers.
· Ensure that agendas and material for supply chain meetings is prepared in advance of meetings and production of meeting minutes and agreed actions following meetings as necessary.
· Implementation of standard claims handling agreements and associated schedules.
· Arranging drafting and implementation of non-standard agreements.

General
To carry out all work in accordance with agreed service standards and FCA regulations 
Comply with procedures, policies, and regulations as relevant to remit
Ensure you complete all mandatory and job specific training requirements in line with the required time frames
Complete the required number of hours of Continuing Professional Development (CPD) as it pertains to your role and applicable qualifications and ensure this is logged in Workday
Fully participate in all applicable fitness and proprietary and performance review processes
Promptly advise your line manager/HR as to any matter that may be relevant and/or impact your ability to perform in your role
Other duties may be assigned in order to meet the on-going needs of the organisation


Qualifications, experience and competence

Qualifications
· Professional procurement qualifications, CIPS (desirable)
· Dip CII (desirable)

Experience 
· Strong background in third-party sourcing and management
· Third party management / Procurement experience

Functional/Technical Competencies 
· Sound insurance knowledge and awareness
· Numerate and literate
· Good understanding of the UK insurance marketplace
· Good people skills and ability to communicate and build rapport


Core behavioural and professional competencies (Employees)

Results Driven
Displays energy, determination and a sense of urgency to get the job done
Understands the importance of meeting deadlines to achieve objectives
Takes responsibility for organising own workload to ensure goals are met
Identifies barriers or issues that might impact adversely on getting the job done and is proactive and innovative in resolving problems and finding solutions
Strives for excellence.

Adaptable & Open to Change
Demonstrates a willingness to adapt and change according to circumstances
Is able to comfortably handle ambiguity and changes in priorities
Identifies the requirement to demonstrate flexibility for the wider benefit of the department and the business
Supports change and the drive to continuously improve.

Relationship management and customer focus
Builds and maintains strong internal and external customer and other relationships as relevant to role
Is able to effectively understand and support customer needs while balancing business needs
Takes responsibility for meeting agreed service levels and other commitments
Strives to deliver excellence and innovates to deliver solutions
Ensures that all our customers are treated fairly and receive good outcomes in accordance with our regulatory requirements

Risk management
Is able to understand and identify common types of business risks for their functional or business area
Actively supports the maintenance of an effective control environment
Takes timely remedial action as may be required to prevent or minimise loss
Proactively escalates risks to the appropriate party
Supports continuous improvement in the management of risk

Collaboration
Demonstrates respect and integrity in all collaboration with others
Works with rather than competes with others in the business to achieve company goals
Builds trust through open communication
Adapts style and messaging appropriately
Seeks out and listens to the opinions of others
Supports team building and an inclusive culture that values diversity

Continuing Professional Development (CPD)
Proactively keeps up to date with regulatory and professional changes
Maintains the required knowledge and skills to perform in post and undertake all required/mandatory training
Ensures that annual learning and development plans and Continuing Professional Development (CPD) obligations are achieved

Arc Values: Able to demonstrate and role model Arc’s values: Excellence, Innovation, Integrity, Responsibility, Inclusion and Teamwork.

NOTE:  This job description is not intended to be all-inclusive. Employee may perform other related duties as negotiated to meet the on-going needs of the organisation.
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Arc Legal Group is a trading style of Arc Legal Assistance Limited, authorised and regulated by the
Financial Conduct Authority. Our Firm Reference Number is 305958. An AmTrust Financial Company.

Registered to ISO 9001:2015 & ISO 14001:2015





