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LONDON SCHOOL OF HYGIENE & TROPICAL MEDICINE 

PROFESSIONAL SUPPORT SERVICES 

FINANCE 

HEAD OF FINANCIAL SERVICES 

 

GENERAL INFORMATION 

The London School of Hygiene & Tropical Medicine 

The London School of Hygiene & Tropical Medicine is a world-leading centre for research and 

postgraduate education in public and global health. Our mission is to is to improve health and 

health equity in the UK and worldwide; working in partnership to achieve excellence in public 

and global health research, education and translation of knowledge into policy and practice.  

Founded in 1899, the School has expanded in recent years at its two main sites on Keppel Street 

and Tavistock Place. Our staff, students and alumni work in more than 150 countries in 

government, academia, international agencies and health services.  

Research income has grown to more than £180 million per year from national and international 

funding sources including UK government and research councils, the European Union, the 

Wellcome Trust, Gates Foundation and other philanthropic sources. 

Our diverse research talents, skills and experience, underpin our position as a leader in public 

and global health. These range from the molecular to the global, the theoretical to the applied, 

the analytical to the political. Our staff are conducting research in more than 100 countries. 

We have 3,000 staff based all around the world with core hubs in London and at the MRC Units 

in The Gambia and Uganda, which joined LSHTM in February 2018. Our outstanding, diverse 

and committed staff make an impact where it is most needed - deploying research in real time in 

response to crises, developing innovative programmes for major health threats, or training the 

next generations of public and global health leaders and researchers. 

Working in partnership is central to achieving our mission. Our strategic collaborations in the 

UK and across high-, middle- and low-income countries deliver health and socioeconomic 

benefits across the world, especially in the most disadvantaged communities. 

LSHTM is also a member of the M8 Alliance of Academic Health Centers, Universities and 

National Academies, the Association of Schools of Public Health in the European Region, and the 

Consortium of Universities for Global Health. 

We deliver research-led educational programmes to future health leaders, managers and 

researchers across the world. We have more than 1,000 face-to-face Master's and Doctoral 

students, 3,000 studying by distance learning, and 1,000 each year on short courses and 

continuous professional development. Our free online courses are studied by more than 55,000 

participants globally. 

LSHTM performs strongly in various global university league tables. In the 2018 Shanghai 

World Ranking we placed 151-200 overall, and ranked 3rd in public health, 40th in clinical 
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medicine, and 76th in human biology. In the US News Best Global Universities Ranking 2019, we 

ranked ninth in the UK overall and 13th in the world in the fields of social sciences and public 

health in the 2019 QS World University Rankings. 

In 2017, the inaugural Center for World University Rankings by Subject placed LSHTM first in 

the world for tropical medicine research, second for parasitology and seventh for infectious 

diseases, public, environment and occupational health and social sciences and biomedical. 

LSHTM ranked first in Europe for research impact in sciences, based on its proportion of 

publications that belong to the top 1% most frequently cited publications, in the 2018 CWT 

Leiden Ranking. 

LSHTM was named University of the Year 2016 by Times Higher Education and awarded a 

Queen’s Anniversary Prize for Higher and Further Education in 2017 in recognition of our 

response to the 2014 Ebola epidemic in West Africa. (LSHTM does not appear in the Times 

Higher Education World University Rankings as universities are excluded if they do not teach 

undergraduates). 

We seek to foster and sustain a creative and supportive working environment based upon an 

ethos of respect and rigorous scientific enquiry. We embrace and value the diversity of our staff 

and student population and seek to promote equality as an essential element in contribution to 

improving health worldwide. 

LSHTM is one of around 20 specialist institutions that receive institution specific funding from 

the Office for Students (OfS). This funding recognises the additional costs that LSHTM incurs 

because of its unique range of teaching, specialist facilities, and the scale of its contributions to 

national and international agencies. 
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JOB DESCRIPTION  
 
 
POST:      Head of Procurement  
 
DIVISION/DEPT/UNIT:   Finance Department, Procurement team 
 
RESPONSIBLE TO:    Finance Director 
 
RESPONSIBLE FOR:   Procurement team (5 members) 
 
SALARY (including LW):   £55,474 - £63,671k (Grade 8)  
 
 
 
Job Purpose  
 
The Head of Procurement leads the procurement and sourcing function for the School. S/he 
ensures all goods and services are sourced centrally or through agreed partners and approved 
routes, and that there is effective negotiation and supplier management both in the purchase 
and the monitoring of supplier performance.  
The role holder liaises with the relevant purchasing consortia to achieve best value and to 
benchmark, where appropriate, the cost against an agreed control group and to market test 
certain activities. 
  
Responsibilities  
 
Leadership:  

- Lead the development of the School procurement strategy and procurement policies and 

have overall accountability for ensuring successful delivery of the strategy and 

compliance to policies.  

- Develop and provide leadership to an evolving procurement team in line with agreed 

objectives, ensuring that they have the skills necessary to undertake responsibilities.  

- Provide the leadership focus for the School’s procurement/ requisitioning workforce to 

meet School policy, compliance, best practice, and value for money objectives. 

- Have responsibility for building procurement maturity at the School to set target levels. 

- Develop with the Finance Director a Procurement Maturity Assessment (similar to the 

one promoted by the Southern Universities Purchasing Consortium). 

Financial:  

- Provide where required budget support and advice to the Faculties & departments, 

including procurement best practise and how to achieve optimum Value for Money for 

their requirements. 

Management:  

- Take responsibility for adapting or changing the procurement service to ensure that the 

function best contributes to and supports the work of the School, including leading 

continuous improvement for procurement staff, processes, systems and management 

systems.  
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- Be responsible for the operational planning and organisation of procurement work 

including the setting of performance standards and establishing key performance 

indicators to keep track of progress and support longer term planning. 

 

Teamwork and Motivation:  

- Develop, manage and maintain productive relationships with all internal stakeholders 

involved in procurement, including those in the Finance Department and across the 

School to assist the continuing development and effectiveness of procurement and 

delivery of compliant Value for Money purchasing.   

- Manage the relationship between the procurement and payables teams and ensure they 

interact effectively to achieve the common purpose of the School. 

Teaching and Learning Support:  

- To develop a structured training programme for stakeholders across the School to 

enhance knowledge of procurement requirements, policies, process and compliance. 

- Oversee the professional development and training of those involved in procurement at 

the School.  To include, where appropriate, formal professional development e.g. CIPS and 

other informal development such as webinars, presentations.  

 

Knowledge and Experience:  

- Provide advice and guidance on the best use of systems (manual and IT) and processes 

for the procurement of goods and services. 

- Develop advice and guidance in the procurement of a wide range of commodities from 

both a technical and commercial point of view.  

- Provide advice on and raise knowledge and awareness of relevant purchasing directives, 

and the Public Contracts Regulations 2015. 

- Provide commitment to a service delivery which meets user’s requirements and which is 

accessible and responsive to their needs.  

Communication:  

- Develop an effective communication strategy to promote the expertise of the 

procurement function and ensure new systems and processes are adopted and 

continually communicated on a regular basis. 

- Advise Management Board on the activity of a range of procurement issues in order to 

inform the development and implementation of future strategy.  

- Advise senior Faculty and Department staff on Procurement issues.  

Liaison and Networking 

- Develop the profile of the procurement function by building and maintaining effective 

working relationships with staff and key stakeholders across the School. 

- Develop external relationships for procurement collaboration and continuing 

development of best practice, to include liaison with the London Universities Purchasing 

Consortium and any other relevant groups/institutions. 

- Support project activity where practicable to provide procurement advice, ensure 

compliance and best value. 

 
 



This version: September 2019   5 
 

This job description is not a definitive or exhaustive list of responsibilities but identifies 

the key responsibilities and tasks of the post holder. The specific objectives of the post 

holder will be subject to review as part of the individual performance review (appraisal) 

process. 
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PERSON SPECIFICATION 
 

* A = application; I = interview; T = test  
 
Qualifications 
 

The successful candidate should:  
 

Essential/ 
Desirable 

Tested 
by* 

 
Hold CIPS qualification or have equivalent work experience  

 

 
Essential 

 
A, I 

  
Hold an undergraduate degree or equivalent  

 

 
Desirable 

 
A, I 

 
 
Background & Experience 

The successful candidate should have a background in, or 
experience of:  

 

  

 
Leadership of a procurement and supplies function in the public or 
private sector  

 

 
Essential 

 
A, I 

 
Commercial management and extensive contract management  

 

Essential A, I 

Delivering and developing electronic procurement  
 

 

Essential A, I 

 
Working with the Public Contracts Regulations  

 

 
Essential 

 
A, I 

 
Buying and negotiation in a medium sized organisation  

 

 
Essential 

 
A, I 

 
Category management principles  

 

 
Desirable 

 
A, I 

 
Operating a supplies function and associated legislation  

 

 
Essential 

 
A, I 

 
Supporting and delivering business change programmes in a complex 
organisation  

 

 
Desirable 

 
A, I 

 
Working in a customer focused and results orientated environment  

 

Essential A, I 

 
Successful strategy development and translating strategy into 
operational plans  

 

 
Desirable 

 
A, I 

 
Successful achievement of targets and objectives  

 

 
Essential 

 
A, I 

 
Resource planning, job design to fulfil current and future business 
requirements;  

 

 
Desirable 

 
A, I 

 
Using a network of key individuals to secure important business 
information and influence broad organisational change  

 

 
Essential 

 
A, I 

 
Leading and managing a diverse team  

 

 
Essential 

 
A, I 
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Knowledge 

 
The successful candidate should have demonstrable 
knowledge of:  

 

  

 
Best practice and industry developments in procurement and 
sourcing  

 

 
Essential 

 
A, I 

 
Current procurement law and compliance  

 

 
Essential 

 
A, I 

 
Contract management processes  

 

 
Essential 

 
A, I 

 
How the procurement category based model supports an 
organisation to achieve its strategic aims  

 

 
Desirable 

 
A, I 

 
The principles and processes of cultural and organisational 
change  

 

 
Desirable 

 
A, I 

 
The dynamics of higher education and academic endeavour  

 

 
Desirable 

 
A, I 

 

Skills & Competencies 

 
The successful candidate should demonstrate:  

 

  

 
A focus on results, repeated effort and resilience  

 

 
Essential 

 
A, I 

 
A business partnering approach to procurement  

 

 
Essential 

 
A, I 

 
Strong financial acumen  

 

 
Essential 

 
A, I 

 
The ability to absorb requirements and successfully apply these 
to procurement management practices  

 

 
Essential 

 
A, I 

 
Well developed leadership skills  

 

 
Essential 

 
A, I 

 
Confidence in operating in an environment of change with the 
ability to use change management models / frameworks  

 

 
Essential 

 
A, I 

 
Excellent communication skills: verbal, written and in 
presentations. The ability to sell ideas or benefits and build 
persuasive arguments based on data, logic and objective merits of 
situations 

 
Essential 

 
A, I 

 
The ability to build and sustain effective professional working 
relationships with suppliers and the wider business community  

 

 
Essential 

 
A, I 

 
Skill in coaching managers to build their capacity, capability and 
confidence in dealing with HR management issues  

 

 
Essential 

 
A, I 
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A strong customer focus – demonstrating a thorough 
understanding of customer needs  

 

Essential A, I 

 
The ability to think conceptually, demonstrating creativity and 
innovation  

 

 
Essential 

 
A, I 

 
The ability to look continuously for opportunities for 
improvement and to develop strategies for change to influence 
and shape the future direction of the business – adapting 
thinking and behaviour to suit the requirements of different 
situations  

 

 
Essential 

 
A, I 

 
Good IT skills and the ability to extract /analyse data from 
procurement management systems.  

 

 
Essential 

 
A, I 

 

ASYLUM AND IMMIGRATION STATEMENT 

The School will comply with the Immigration, Asylum and Nationality Act 2006, which 
requires all employees to provide documentary evidence of their legal right to work in this 
country prior to commencing employment. Candidates will be required to email a copy of 
their passport (and visa if applicable) to HR prior to their interview and if appointed will be 
asked to bring the original documents in to be copied and verified before their start date.   
 
This role does not meet the minimum requirements set by UK Visas and Immigration to 
enable sponsorship of migrant workers.  Therefore we cannot progress applications from 
candidates who require sponsorship to work in the UK.   
 
Further information about Certificate of Sponsorship and eligibility to work in the UK, can be 
found at: www.ukba.homeoffice.gov.uk/employers/points. 
 

 

http://www.ukba.homeoffice.gov.uk/employers/points

