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Role Profile

Job Title: Sourcing & Vendor Management Administrator
Department: Legal, Risk and Compliance
Reports To: Procurement & Contracts Manager

Purpose of Role:

To assist and support the Company’s sourcing and vendor management service on a day-
to-day basis by providing administration, data input and activity monitoring functions on
behalf of the Company.

Key Responsibilities

¢ Maintain the document repositories including the team SharePoint and intranet sites
with:

o Timely and accurate recording and data input in accordance with associated
procedures; and

o Deletion and disposal of hard and soft copy data in accordance with document
retention policy;

e Assist in the data delivery of performance KPls;

e Monitor the shared team mailboxes and respond to internal and external queries in
an efficient and timely manner, whilst ensuring completed activities are logged/filed
appropriately;

e Support the team in undertaking the vendor onboarding process as required;

e Support the development of consistent sourcing and vendor management processes
and team procedures; and

e Ensure all sourcing and vendor management systems and databases are managed,
maintained and information cleansed for accurate reporting.

Desirable Skills/Qualifications

e Understanding of Procurement or Sourcing process;

e Previous use of Onetrust and DocuSign systems; and

e Experience within a customer facing role would be advantageous.

Essential Skills/ Qualifications

e GCSE pass in Mathematics and English (evidence will be required)

e Self-motivated with ability to prioritise own workloads;

e Good communication skills both written and verbal;

e Good inter-personal skills with the ability to work effectively and collaboratively as
part of a larger team and with external parties;

e Attention to detail;

e Accustomed to using own initiative and be proactive;

e Good understanding of Microsoft Office applications.
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FOUNDATION

OUR VISION:
TO BE THE MOST TRUSTED LENDER

OUR VALUES

FAIR ACCOUNTABLE CUSTOMER FIRST | TRANSPARENT

We're open minded We take ownership of We understand what

and make unbiased, situations so that our our customers want
consistent customers get the and build strong
decisions. right outcome. relationships.

We communicate clearly
and concisely, ensuring
we're always open
with information.
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