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	Job Description
	Job Reference

	
	
	

	Job Title
	Contracts Officer 

	Service
	Children’s Services
	Team
	Strategy, Transformation and Commissioning, Children’s Services 

	Location
	Shute End Wokingham/Hybrid working 

	Reports to

	Placements & Quality Assurance Manager

	Grade:
	Type of position:
	Hours per Week:

	6

	6-month secondment

	37


	This job description has been designed to indicate the general nature and level of work performed by employees within this post. It is not designed to contain or be interpreted as an inventory of all duties, responsibilities and outputs required of employees assigned to the role.  

	Service Purpose

	Commissioning is all about the most effective and efficient way of using all the available resources to improve outcomes for children, young people, and their families. The Children’s Commissioning team play a central role in transforming the way services (internal and external) are designed based on local needs, commissioned, delivered, and monitored in order to deliver quality services and improved outcomes for children, young people and families.


	General Description of the job

	To support the Contract Team to deliver the principles outlined in our Contract Management Framework, undertaking the core activities required to maintain effective and efficient contract management processes, providing a responsive and efficient support function to internal and external customers.

	Organisation Chart
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	Main Accountabilities of the post

	

	1
	Service Delivery Accountabilities
· To undertake the core administrative activities for contract management including overseeing provider due diligence checks, managing communication with providers when notifying of changes to contracts, managing requests and coordinating arrangements required in relation to new contracts and changes to existing contracts.
· To support the delivery of the Contract Management Framework for Children’s Social Care.
· Act as Contract Lead for contracts under the responsibility of Strategy, Transformation & Commissioning with an annual value of c.£20,000 or less, undertaking day-to-day contract management and supplier relationship management activities throughout the contract lifecycle.

· Support senior colleagues to undertake the annual uplift process, managing the communications with providers and liaising with internal colleagues across multiple teams as required.
· Support the application of knowledge to support key projects and contribute to the development of corporate policy, strategy and plans including responding to legislative and guidance changes.

· To undertake contract and performance management as required, to ensure the achievement of required outcomes, performance targets and/or efficiencies, and effective management of risk.
· To provide specialist/professional advice and recommendations within specific parameters, 

      to support informed decision making.
· To maintain, develop and review systems, processes, procedures and working methods to maximise service quality, efficiency, and compliance.
· To work within statutory, Council and Government guidelines and ensuring statutory compliance with the delivery of the service


	2
	People Management Accountabilities

· None

	3
	Analysis, Reporting & Documentation

· To ensure all required information is regularly updated and maintained on the Services’ Contract Management System

	4
	Planning & Organising

· Track expiring contracts and coordinate the actions required, liaising with the assigned contract lead, Procurement, Legal, Finance, and Commissioners.
· 

	5
	Finance/Resource Management

· May assist with budget/resource management in accordance with the organisation’s policies and procedures.



	6
	Work with others
· To manage customer issues effectively, providing excellent customer care and delivering improved outcomes for customers, including internal colleagues and external which will mainly be commissioned providers.

· To liaise, communicate and build relationships with other internal departments, customers, Partner organisations, members and/or contractors to support and represent the team/service.
· To ensure effective stakeholder management, developing, managing and supporting external partnerships/relations, and working with key stakeholders to ensure effective delivery of high-quality, cost-effective services that deliver the Council’s outcomes and meets customer needs

· To act as member of corporate or multi agency project teams - providing specialist advice and input 

	Additional Corporate Responsibilities

	1
	High Support, High Challenge: To ensure that you bring forward your good ideas, to challenge areas where the Council can improve, and to contribute to the Council’s ongoing success

	2
	Values Profile:  To follow the principles set out in the Employee Values Profile

	3
	Health and Safety: Take reasonable care for the health and safety of yourself and of other persons who may be affected by your acts or omissions at work; and co-operate with the Council to enable the Council to perform or comply with its duties under statutory health and safety provisions.

	4
	Equal Opportunities: To take positive action to ensure a thorough understanding of and positive commitment to equality in both service delivery and employment practices.

	5
	Safeguarding responsibilities: At all times to demonstrate and positively reinforce our commitment to safeguarding and promoting the welfare of children and vulnerable adults.

	6
	Special Factors: Ability to travel to a variety of locations in borough, attend occasional evening meetings, 

	Scope

	Resources
	Facilities, equipment, or systems within overall span of control
	

	DBS Check required
	N/A


	Person Specification

	

	Qualifications 
	Essential
	Desirable

	
	· Good standard of education, including excellent literacy and numeracy skills – GCSE Maths and English.
	

	
	· Relevant qualification, or equivalent experience in customer services, contract management, or procurement.
	

	Technical Skills. 
	Essential
	Desirable

	
	· Good IT skills including office software such as Microsoft Word, Outlook, PowerPoint and Excel.
	· Experience of using relevant technology and software used within similar service areas.

	
	· Ability to maintain a high level of self-motivation, with the capacity to reflect upon and review own effectiveness and engage in a process of continuing professional development  
	

	Knowledge 
	Essential
	Desirable

	
	· Presentation skills, able to engage an audience.
	

	
	· Ability to extract and assess important information.
	

	
	· Ability to make constructive enquiry.
	

	
	· Able to interrogate & analyse data and information.
	

	
	· Working knowledge of the legislative frameworks surrounding Children’s Social Care.
	

	
	Good written and verbal communication skills and able to vary style to meet the needs of the audience.
	

	Experience
	Essential
	

	
	· Experience of writing effective briefings and strategic documents.

	

	
	· Experience of working within the specialist area (Children’s Services or a related service area).
	

	
	· Experience of administering processes to tight timescale and with high levels of accuracy.
	

	
	· Experience of assisting in delivering change particularly in relation to process improvement.
	

	
	· Experience of administering processes to tight timescale and with high levels of accuracy.
	

	
	· Experience within a customer-focused service providing excellent customer service.
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