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Procurement and Supply Assistant

The Level 3 Procurement and Supply Assistant
Apprenticeship introduces individuals to the foundations of
procurement and supply, supporting the smooth delivery of goods
and services within organisations. It develops core knowledge in
areas such as procurement processes, ethical sourcing, contract

administration, and stakeholder communication.

As part of the CIPS Apprenticeship Academy, this programme
blends technical learning with practical experience, giving
apprentices the confidence to apply procurement practices in
real workplace situations.

On completion, apprentices will be able to carry out day-to-day
procurement activities, support supplier and contract
management, and add value to their teams. This qualification
also provides a clear progression route to the Level 4
Procurement and Supply Chain Practitioner Apprenticeship
and higher-level CIPS studly.
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@ Knowledge

Procurement processes,
proceolures, and
organisational policies.

e Legal and regulatory
frameworks affecting
procurement (e.g. Public
Contracts Regulations).

 Responsible and ethical
procurement practices and

their impact on sustainability.

e Research methods including
supplier and market analysis.

 Negotiation principles and
contract administration.

e Value for money concepts
(MEAT, whole life costing,
added value opportunities).

 Supplier approval, due
diligence, and risk
awareness.
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Skills

Conduct supplier research
and analyse spend, demand,
and trends.

Develop specifications,
requests for quotes, and
tenders.

Evaluate suppliers and select
dppropriate
products/services.

Apply value for money and
responsible procurement in
decision-making.

Resolve purchase order,
delivery, and invoice queries.
Maintain accurate
procurement and contract
records.

Support negotiations and
contribute to supplier
relationships.
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Professionalism, integrity, and
impartiality in procurement
activities.

A proactive and enthusiastic
approach to personal
development.

Strong stakeholder and
supplier relationship skills.
Openness to change and
adaptability in work
practices.

Attention to detail in
procurement documentation
and communication.
Reliability, honesty, and
respect when working with
colleagues and external
partners.

Self-motivation to learn and
apply new knowledge in the
workplace.
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LEVEL 3 PROCUREMENT AND SUPPLY ASSISTANT APPRENTICESHIP ROADMAP

F---3+months .- -+

Procurement and Supply
Operations (L3MI)

Ethical Procurement and
Supply (L3M2)

Contract Administration
(L3M3)

Dynamics and Change
(L3M4)

Socially Responsible
Procurement (L3M5)
or
Socially Responsible
Warehousing and
Distribution (L3M4)

Classroom based module

Classroom based module

Classroom based module

Classroom based module

Classroom based module

Understanding core
procurement processes,
roles, and responsibilities.

principles, sustainability,
and responsible
procurement practices.

documentation,
compliance, and supplier
agreements.

organisational change
and the evolving
procurement
environment.

delivery delivery delivery delivery delivery
Module Module Module Module Module
Exam Exam Exam Exam Exam
Evidence Evidence Evidence Evidence Evidence
Portfolio Portfolio Portfolio Portfolio Portfolio
Adapting t
Exploring ethical Managing apting fo

Focus on sustainability,
social value, and wider
supply chain impacts.
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EPA Gateway

Portfolio &
Interview

A portfolio of workplace
evidence compiled during the

programme.

60-minute interview with the
End Point Assessment

Organisation (EPAO), testing
knowledge, skills, and
behaviours in practice.

Work-Based
Project Report

A 3,000-word written project
based on a real procurement
activity in the apprentice’s
role.
Demonstrates the integration
of knowledge, skills, and
behaviours.

Project
Presentation &
Q&A

15-minute presentation on
the work-based project.
30-minute Q&A session to
explore the apprentice’s
approach, decision-making,
and outcomes.
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Understands core procurement processes, roles, and Builds confidence in day-to-day procurement activities, preparin
L3MI1 - Procurement and Supply Operations o i p. .p i ) ) Y ) 7P preparing
responsibilities within an organisation. apprentices to add immediate value to procurement teams.

L3M2 - Ethical Procurement and Supply Explores responsible sourcing, sustainability, and the importance | Embeds socially responsible practices early in a career, supporting

of ethical procurement. organisational sustainability goals.
Learns how to administer contracts, maintain accurate records, Strengthens attention to detail and governance, helpin
L3M3 - Contract Administration ) ) o i g i i ) g. ) Ping
and ensure compliance with policies and regulations. organisations reduce risk and maintain compliance.
Understands how procurement adapts to organisational and Equips apprentices with resilience and adaptability to respond
L3M4 - Dynamics and Change P P ° duip _ PP ) P / P
market change. effectively to business challenges.

Elective: L3MS5 - Socially Responsible Encourages awareness of sustainability, diversity, and ethical

Focus on social value creation and wider procurement impacts.

Procurement sourcing in everyday procurement.
Elective: L3M6 - Socially Responsible Covers responsible stock control, warehousing, and logistics Provides insight into sustainable operations, supporting efficiency
Warehousing and Distribution practices. and environmental responsibility.
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CIPS Apprenticeships Pathway

Level S
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Entry-level supply ﬂppl’&ﬂthGShlp PP P Apprenl:lceshlp Attain degree and
assistant Advance to supply i;ﬂc?}:zii::t Achlove sanley chartered status
chain practitioner p manoger procurement

professional

This pathway shows how the Level 3 Apprenticeship provides the entry point into a career in procurement and
supply. It equips learners with the essential knowledge and skills to support procurement activities and build
professional confidence. Completing this programme creates a strong foundation for progression to the Level 4
Procurement and Supply Chain Practitioner Apprenticeship, enabling learners to take on greater
responsibility and advance towards more senior roles within procurement and supply.
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Benefits to Employer England

This programme builds the capabilities of employees at the foundation level of
procurement, strengthening the efficiency and professionalism of procurement
teams. Apprentices will be competent in supporting all stages of the procurement
cycle, able to manage routine purchasing tasks, maintain accurate records, and
assist in supplier and contract management. This increases compliance, reduces risk,
and enhances the overall effectiveness of procurement operations.

Benefits to Learner

On successful completion of this Apprenticeship, individuals will achieve the CIPS
Level 3 Advanced Certificate in Procurement and Supply Operations, demonstrating
their ability to carry out core procurement activities with confidence. The
qualification raises their profile within their organisation and provides a solid
platform for career progression. Learners can continue their development through
the Level 4 Procurement and Supply Chain Practitioner Apprenticeship and beyond,
working towards advanced CIPS qualifications and professional recognition.
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Contact Us England

Ready to upskill your team or take the next step in your procurement career?

Our team is here to support you—whether you're an employer looking to develop talent
or a learner exploring your options. We'll guide you through eligibility, funding, and
enrolment to make the process simple and stress-free.

@ 01772 282555

@ infoesrscc.co.uk

www.srscc.co.uk
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