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

	2.
	Function & Business Unit  
	Operations 

	3.
	Location 
	Brierley Hill / Colchester

	4.
	Hiring Entity 
	Arc Legal Group

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

	6.
	Committee Roles
	Member
· Operational Resilience and Outsourcing Committee

	7.
	Direct & Indirect 
Reporting Line
	Direct Line Manager
Director of Operations
Indirect (dotted) Line Manager
None

	8.
	Direct & Indirect Reports 
	Direct Reports
Senior Supplier Specialist
Supplier Manager
Procurement Executive
Agency & Contract Manager
Contract Management Executive
Indirect (dotted) Reports
None

	9.
	Key Stakeholders
	Head of Technical Claims
Commercial Director
Director of Business Control & Governance

	10.
	Last Review Date
	March 2026



Position Overview
The Procurement Manager is responsible for leading Arc’s procurement and contract management function, ensuring optimum value, compliance, and strategic alignment across third‑party relationships. The role leads the sourcing, negotiation, governance, and performance management of suppliers while driving continuous improvement and embedding strong data and contract governance practices.

Essential Job Functions
The Procurement Manager will:
Implement and embed third party sourcing strategies aligned with Arc strategic goals.
Oversee end-to-end procurement processes: supplier and partner selection, RFP/RFQ, negotiation, contracting, and onboarding and Agent contracting. 
Monitor and manage performance, ensuring SLAs and KPIs are met for the Team and partners.
Identify opportunities for cost savings, vendor consolidation, and process improvements.
Oversees the integration of third party managed data within Arc operating systems ensuring the provision of robust and timely reporting.
Manage the maintenance of accurate and up-to-date procurement records, vendor contracts, agent and contract management records.
Provide regular reporting on spend, savings, vendor performance, and contract status.
Support procurement audits, governance processes, and compliance reviews.
Establish and oversee a contract management database, ensuring regular review of Arc contracts across partners and suppliers.
Ensure robust data governance within contract management systems.
Embedding responsible procurement principles, monitoring ESG risks in the supply chain.


Business Acumen
Ensures commercial terms for all arrangements support optimum revenue generation.
Manages the establishment of appropriate contractual relationships third party suppliers.
Provides ongoing review and assessment of third party supplier performance.
Identify and mitigate risks within the supply chain to ensure continuity of supply.
Integrate sustainability and ESG considerations into procurement practices.
Reporting and Analysis
Prepares regular reports on operational metrics.
Analyses data to identify trends, challenges, and opportunities for improvement.
Business Development
Supports the Account Management and Business Development teams with new business pitches and attending meetings with prospective new clients as required.
Builds strong relationships with key outsourced partners, acting as an escalation point for any issues or concerns.
Consumer Duty
Ensures third parties are aware of Arc commitments and encompass these within customer engagements.
Delivers management information that supports Arc’s approach to consumer duty.


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 and your direct reports 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
Ensure your direct reports complete and log any required CPD
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
Complete the annual performance review process for all direct reports, to include completing a thorough assessment as it relates to performance against delivery in post, the core competency framework and conduct standards. Ensure appropriate objectives are set, learning and development plans completed and that any performance or behaviour not meeting expectations is managed promptly and appropriately.
Other duties may be assigned in order to meet the on-going needs of the organisation




Qualifications, experience and competence
Qualifications
Professional membership
· Professional procurement qualifications, CIPS (preferred)
· Dip CII (preferred)
Experience and functional/technical competencies
Experience in complex procurement with a deep knowledge of UK procurement legislation
A strategic mindset focused on value, risk, and innovation
Strong leadership and motivational abilities to inspire a team and drive performance
Strong background in third-party sourcing and management
Third party management / Procurement experience
Education/Key skills
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
Essential
Excellent verbal and written communication
Management experience
Desirable
Good investigative and research skills
Degree educated


Core behavioural and professional competencies 
Leading others
Leads by example; enables and empowers the team to perform at their highest level through establishing clear objectives and providing meaningful direction
Ensures everyone understands their part in achieving department and business goals
Facilitates delivery and supports the removal of barriers
Engages in regular two-way dialogue and provides regular and candid feedback and coaching
Is fair and consistent in the management of the team
Promotes equality and opportunity
Recognises contribution and celebrates success
Fosters a positive and high performing environment

Business acumen
Understands core insurance principles and the terminology and practices of the business as appropriate to their role
Ensures that their team understands the connection between their own work and other areas of the business
Is aware of external industry and environmental factors and the impact that these may have on the organisation
Is innovative in outlook and determines the appropriate risk and reward balance in driving meaningful business results



Relationship management and customer focus
Builds and maintains strong internal and external customer and other strategic/provider relationships
Effectively identifies and considers customer needs, while balancing business needs
Makes decisions that add value for the customer
Ensures responsibility for and delivery against agreed service levels and commitments
Strives to deliver excellence and innovates to deliver solutions
Ensures that everything that we do complies with all Treating Customers Fairly (TCF) principles.

Risk management
Is able to identify, prevent and/or mitigate through effective controls, or timely remedial action, common areas of business risk for their functional or business area
Establishes and maintains an appropriate control environment
Ensures the timely reporting of any risk related matter to the appropriate party
Takes responsibility for and drives 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 and transparent agendas
Adapts style and messaging appropriately
Seeks out and listens to the opinions of others
Promotes an inclusive culture that values diversity

Continuing Professional Development (CPD)
Proactively keeps up to date with regulatory and professional changes
Ensures that both they and the team maintain the required knowledge and skills to perform in post and undertake all required/mandatory training
Encourages and facilitates an environment of continuous learning and self-improvement
Puts measures into place to ensure annual Continuing Professional Development (CPD) obligations are achieved as appropriate to both self and team


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





