
	Job Title
	Senior IT Buyer


Other options:

Senior Buyer
IT Buyer
Category Buyer – IT
Lead Buyer - IT


	Department
	Finance

	Location
	Nottingham (hybrid)

	Reports to
	Procurement & Supplier Manager

	Staff Responsibility
	None

	


General Overview of position
	The Senior IT Buyer will operate predominantly on purchasing and contracting activities in support of customer related IT projects, acting as a key commercial interface between internal stakeholders and the supply base

· Procurement role supporting customer facing IT projects through effective purchasing and contracting

· Delivers value through sourcing, cost control and market analysis

· Leads supplier and contract negotiations

· Provides hands on procurement execution, including purchase order management

· Manages supplier relationships and performance

· Maintains procurement governance 


Technology innovation is part of our DNA and our roles are subject to change as AI tools become available.


	


Main duties & responsibilities
	· Conduct internal spend and requirements analysis alongside market insight to maximise value for the business and our customers.

· Lead supplier negotiations on a project basis with the support of the Procurement & Supplier Manager, ensuring optimal commercial outcomes aligned to business and customer requirements.

· Negotiate and agree robust, commercially sound supplier contracts and Statements of Work with the support of stakeholders and Legal, ensuring appropriate risk management, value for money and contractual clarity.

· Collaborate with the Sales Support team to raise and process purchase orders, ensuring timely support for internal operations and customer demand.

· Maintain and regularly update procurement trackers, including savings and contract registers, and ensure accurate and timely management of the supplier risk management portal.

· Contribute to sourcing initiatives and supplier base rationalisation, identifying opportunities to consolidate suppliers, reduce risk and improve commercial value.

· Support new supplier onboarding, ensuring adherence to procurement processes and compliance standards.

· Build and maintain effective relationships with vendors, distributors and resellers, actively monitoring and managing supplier performance.

· Manage supplier issues promptly, driving timely resolution and minimising impact to the business and customers.

· Ensure full compliance with internal policies and applicable regulations, including GDPR and existing ISO certifications.

· Contribute to the continuous improvement of the purchase to pay process, ensuring compliance with internal policies and regulatory requirements while maintaining speed and efficiency.

· Stay updated with market trends and best practices in the IT industry.

· Recommend and implement process improvements with suppliers to ensure continuous improvement in service provision and efficiency.

· From time to time, provide procurement support across non-IT categories for internal needs, such as marketing, HR or facilities, applying the same commercial and compliance standards.
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	Main duties & responsibilities (continued)
	ISO Accreditations:
Littlefish are ISO9001 and ISO27001 certified it is expected that all employees adhere to the Quality Management and Information Security systems, policies and procedures.

Equality, Diversity and Inclusion:
It is expected that you will actively promote and embed Equality, Diversity and Inclusion (EDI) in all your work and support and comply with all organisational initiatives, policies and procedures on EDI.


	Other duties
	Other such reasonable duties within the general scope of the job role, at the line managers direction. 





Person Specification

	

	Essential
	Desirable

	· Minimum of 3 years’ experience in IT procurement or a related field.
· Proven experience working across the IT supply chain (vendors, distributors, resellers and service providers)
· Excellent negotiation, communication, and interpersonal skills.
· Ability to manage multiple projects and priorities simultaneously.
· Strong analytical and problem-solving skills.
· Proven ability to translate scope, requirements and outcomes into supplier deliverables reflected in clear contractual commitments and definitions
	· Professional certification in procurement.
· Located conveniently to Nottingham
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Job Levels

	Career Framework
	Professional 

	Definition 
	Subject matter expert in a professional, non-technical, environment, mainly working in a front-line customer capacity.


	Contribution to Success
	Supports and facilitates others in the implementation of short-term plans or works to achieve agreed goals. Performs a range of mainly straightforward assignments. Will manage cost on a day-to-day basis, looking for opportunities to generate efficiencies  

	Communication
	Will be involved in explaining facts, practices, and policies. May need to influence from time to time and will coordinate day to day tasks

	Expertise
	Continues to build knowledge of the business processes assigned to their specific role and customers / stakeholders

	Leadership
	Will receive guidance from their line manager and will not usually manage a team. Responsible for their own accounts/customers/projects

	Values Statement
	Displays consistent and positive behaviours in line with the values. Acts with integrity and professionalism within own team and across the organisation
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