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Procurement & Contracts Specialist

Kaupapa | Purpose
The Procurement Specialist is responsible for sourcing, negotiating, and managing supplier relationships, with a strong emphasis on contractual, commercial, and risk management outcomes.
The role ensures procurement activities are legally robust, commercially sound, and aligned with organisational risk, compliance, and governance frameworks.
The role also contributes to strengthening organisational contract governance by reviewing and advising on contracts across the business from a legal and commercial perspective.
 As a key member of the Finance Team, the Procurement Specialist leads the procurement process, embedding sound principles across the organisation while also strenghening organiational contract goverance. This includes optimising systems, capturing and analysing data for reporting and decision making, and driving continuous improvement initiatives.
Reports to: Head of Finance
Team: Finance and Infrastructure
Remuneration: $85,300 - $113,700 (Fixed Remuneration excluding KiwiSaver)
Ngā mahi | Do
Drive the procurement process, collaborating with internal stakeholders and external partners (where required) to deliver value driven procurement outcomes. Maintain robust systems and processes that align with institutional goals and deliver measurable cost efficiencies.
Lead procurement and tendering activities, including Requests for Proposal (RFP), supplier evaluations, commercial negotiations, contract development and renewals, sourcing strategies, and continuous supplier performance monitoring.
Lead or support the drafting, review, and negotiation of supplier contracts, including terms and conditions, service level agreements (SLAs), and contract variations.
Review a broad range of organisational contracts (beyond procurement) to identify legal, commercial, and risk implications, and provide practical recommendations to improve contract terms, reduce risk exposure, and strengthen commercial outcomes.
Identify non-standard, inconsistent, or high-risk clauses and escalate where required to ensure appropriate risk management and governance.
Support the development, implementation, and enforcement of standard contract templates, terms, and contract governance frameworks across the organisation.
Work collaboratively with stakeholders to ensure contracts are fit for purpose, legally enforceable, and aligned with organisational policies and strategic objectives.
Ensure all contracts comply with relevant legislation, internal policies, and regulatory obligations.
Manage the full contract lifecycle including renewals, variations, disputes, supplier performance issues, and exits.
Establish and manage strong vendor relationships, ensuring alignment with institutional values and objectives. Proactively address conflicts of interest and resolve disputes to maintain service continuity and stakeholder trust. 
 Provide high level procurement insights and cost optimisation strategies to senior leadership, leveraging data analytics to inform strategic decision-making and ensure compliance with procurement policies and public sector regulations.
Act as a trusted advisor across departments, offering expert advice on procurement legislation, institutional policy, and best practice procurement methodologies to build capability and ensure consistent, compliant procurement activity.
Demonstrate commitment to:
Ākonga at the center through ensuring positive outcomes for ākonga in all aspects of their learning journey.
Te Tiriti o Waitangi and Māori Success by positively championing and contributing to the success of partnerships with Iwi, Hapū and Mana Whenua, honoring Te Tiriti o Waitangi to uplift Māori success. 
Equity by identifying and removing barriers to participation and achievement, and fostering inclusive, culturally responsive environments where all ākonga and kaimahi can thrive.
Vocational Education Excellence through building responsive provision and services to meet the needs of ākonga, and stakeholders and to enable future sustainability.  

Pūkenga | Have
Minimum bachelor’s degree or equivalent in Procurement, Supply Chain, Finance, Law, Commerce, or a related field, or the equivalent body of knowledge gained through experience.
Proven experience of managing end-to-end procurement initiatives, particularly in complex government or public sector settings.
Skilled in stakeholder management, negotiation, and performing commercial analysis.
Demonstrated experience in contract review, drafting, and preparation, with a strong understanding of contract legislation, contract law principles, and organisational obligations.
Strong contract interpretation and negotiation skills with the ability to identify, assess, and mitigate legal and commercial risks.
High attention to detail in the preparation and review of contractual documentation.
Strong ability to negotiate effectively and foster strategic relationships with suppliers and internal stakeholders.

Waiaro| Be 
At Toi Ohomai, Toiohomaitanga describes our way of doing and being. It reflects how we care for each other, work together, and uphold our shared purpose. These behaviours apply to all kaimahi, with expectations scaled to the nature and level of each role. They guide how we show up in our mahi, contribute to our collective success, and reflect our commitment to Ā mātou uara | Our values in everyday practice. 
Ako: Demonstrates curiosity and a commitment to continuous learning. Applies new knowledge to improve practice and outcomes and actively contributes to a culture of shared growth. This supports toitūtanga by sustaining excellence and adaptability over time. 
Authentic and Inclusive: Fosters inclusive environments where people feel safe, respected, and able to be themselves. Actively includes diverse perspectives, addresses inequities, and supports others to thrive. These behaviours reflect manaakitanga through care, generosity, and upholding the dignity of all. 
Connected: Builds and maintains strong, trusting relationships across teams and communities. Fosters cross-functional collaboration by sharing knowledge, aligning efforts, and supporting others to achieve shared goals. Communicates with empathy and respect, contributing to a shared sense of purpose. This strengthens whanaungatanga by nurturing meaningful connections and collective wellbeing. 
Innovative and impactful: Identifies opportunities to improve and applies evidence, creativity, and courage to drive meaningful change. Uses data and insights to inform decisions, challenge the status quo, and focus on outcomes that matter for ākonga, kaimahi, and communities. These behaviours reflect kotahitanga, recognising that lasting improvement is strengthened through collaboration and shared purpose. 
Engaged: Actively participates in Toi Ohomai initiatives that advance our vision. Shares knowledge, supports others, and contributes to a positive, forward-focused culture. This is how we can live kotahitanga, working together with unity and purpose.
Self-aware: Demonstrates humility, reflection, and openness to feedback. Understands the impact of their actions and takes responsibility for creating conditions where others can thrive. This reflects toitūtanga through thoughtful and courageous practice that supports respectful relationships and sustainable ways of working.

Ngā Hononga Mahi | Working relationships
Internal: Executive Leadership, Senior Leadership, and teams, Finance, Facilities, all kaimahi.
External: Suppliers, Contractors, Government Agencies, Auditors, Legal
Resource delegations and responsibilities: 
Financial: As per the delegations register
People: Nil
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