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JOB DESCRIPTION
	Post Title: Commissioning & Quality Assurance Officer


	Department: Department of Health & Adult Care 

	Post No: 

	Division/Section: Community Commissioning
	Post Grade: 11

	Location: Flexible within Bury, including home working as agreed with line manager
	Post Hours: 37

	Special Conditions of Service: 

	Purpose of the post
As a Commissioning & Quality Assurance Officer you will be responsible for developing quality of services in Bury within that are registered with CQC.
You will be responsible for managing contracts for a portfolio of services within a commissioning work area (e.g. older people, learning disabilities and autism etc)
You will collaborate with other departments as necessary, especially with NHS staff and finance, legal and procurement, and with Providers to ensure that quality is understood on an integrated service delivery basis and that contracts are issued promptly and monitored effectively
You will lead on the preparation and collation of information to support and maintain the development of quality services in Bury and to support the contract monitoring process
You will be required to contribute to the implementation of commissioning strategies for people and services within this work area

	Objectives of the Post: 
· Responsible for supporting the Strategic Lead and Commissioning Managers in developing the strategies, projects and delivery plans that form part of the Department’s team work plan
· To support an ethos of commissioning for quality in Bury 
· To contribute to the development of a quality assurance culture within Provider services both across the private, voluntary and independent sector and Council based services
· To support processes to ensure commissioned services provide value for money for the Bury health and care system
· To contribute to the development and implementation of quality assurance processes and systems 
· To work jointly with staff within the NHS (GM ICS - Bury) who are responsible for the assurance of quality
· To be responsible for managing a range of work programmes in respect of promoting quality of services within Bury
· To develop positive relationships with providers and support them to improve or maintain good quality services as appropriate
· To monitor providers compliance to the Council’s safeguarding procedures and Quality Assurance Framework
· Contribute to monitoring and performance discussions with Providers and ensure they deliver against agreed performance measures and service specifications
· To lead on agreed activities in respect of internal and external communications
· Attend and contribute to meetings, steering groups and sub groups as required in order to promote Bury integrated commissioning agenda, in line with national and local priorities


	Accountable to: Director of Health & Adult Care


	Immediately Responsible to: Strategic Lead, Integrated Commissioning


	Immediately Responsible for: 
Any other post as requested by Director of Health & Adult Care


	Relationships: (Internal and External)
Colleagues within the Council and NHS
Elected Members
Social care providers
NHS providers 
Colleagues within the GM Health & Social Care Partnership
CQC 

	Control of Resources: 
Staff 
IT equipment
Budget – shaping and influencing significant budgets

	Key Working Relationships
1. To communicate effectively with Providers to ensure they work with commissioners, social workers and NHS staff within the integrated landscape to deliver good quality & effective services wherever possible
2. To develop positive relationships with providers to support the Council's duty to manage the market in accordance with the Care Act 2014 and the development of relevant services
3. To attend Provider forums and collating and sharing best practice advice, guidance and networking opportunities.
4. To work with Voluntary, Care & Faith sector organisations to understand quality as part of the integrated health and care agenda
5. Maintain knowledge of the social care and health market relevant to their work area; social care in particular to enable the Council to fulfil its duty of Market Management as set out in the Care Act 2014
6. To support good working relationships between the Council and CQC, and with customers using services
Maintaining Knowledge & Understanding
7. Maintain knowledge of the social care and health market; social care in particular to enable the Council to fulfil its duty of Market Management as set out in the Care Act 2014
8. To maintain an up-to-date knowledge of relevant statutory, regulatory requirements for services including procurement requirements
9. Understand corporate and other priorities of the Council, CCG and wider health and care system as necessary
Quality Assurance and Project Management Skills
10. To contribute to the development of an effective approach to quality assurance, including design and refinement of quality assurance processes as part of the commissioning cycle and to support the effective monitoring of services
11. Have regular contact with internal and external stakeholders and engage with them over sensitive, complex, contentious and confidential issues.
12. To deliver a quality assurance approach for social care services in Bury, ensuring that where possible, integrated delivery of health and care is undertaken to a good quality and provides value for money
13. To ensure that care and support services delivered under contract to vulnerable people on behalf of Bury Council are of good quality and are person-centred and meet service specifications / standards
14. To contribute to assessing whether a service provides value for money and providing plans and documentation to support the assessment
15. To participate in working groups to provide quality assurance information, advice and expertise
16. To present quality and other provider related information and issues, including writing reports, to a wide range of internal and external stakeholders, and to provide advice and support to service providers to enable them to improve the quality of their service
17. To perform accreditation on providers to be included on the Councils Approved and Preferred provider lists, working with local, GM and national frameworks as appropriate
18. To contribute to the development of tender evaluation criteria and to be a member of any tender evaluation teams as requested
19. To maintain a register of CQC and other regulatory reports and recommendations regarding improvements to registered services, and to monitor the implementation of provider action plans
20. To contribute to the development of measures and criteria to evaluate service performance, outcomes for service users and measurement of quality standards as part of the commissioning cycle
21. To undertake performance and quality monitoring visits and surveys, identify areas which require corrective action and agree and monitor action plans with providers
22. To be proactive about identifying opportunities for improvement and change, including re-modelling of existing services, evaluating the impact of proposed changes and making recommendations to Strategic Leads (Community Commissioning)
Commissioning, Planning and Contract Monitoring
23. Contribute to the development of the strategy and work plan for the Commissioning team within your work area by ensuring that information from contract monitoring and reviews is collated efficiently and can be used as evidence for further decision making
24. Understand the local health & well-being strategy, and how a population health approach can be built into effective commissioning of services for groups of customers
25. Be accountable to the Strategic Lead for ensuring that work is delivered on time and is of good quality, adjusting plans as required
26. Contribute to the development, implementation and maintenance of systems and processes to ensure effective monitoring and high quality of services.  Such systems and processes should be light touch / proportionate
27. To ensure contracts and service specifications are outcome based and person centred, and reflect the requirements of all key stakeholders
28. To ensure compliance with relevant Council procurement policies and procedures, EU and UK legislation. 
29. To administer all elements of the procurement process effectively and efficiently, maintaining clear and transparent audit trails under the guidance of the Integrated Commissioning Manager and Officer
30. To manage the development of preferred or accredited provider lists.
31. Identify and understand the interdependencies of your work across projects/functions, potential impacts on wider health and care system, resource requirements and building in contingency and adjustments as necessary
32. To check and process invoices for contracted services and ensure budgets are monitored.
33. To support the delivery of short, medium and long term business plans, to achieve better outcomes for customers and meet savings targets
34. To contribute to the maintenance of the Team’s Risk Register
Customer Care
35. Be customer focused – represent the Commissioning Team in assisting customers, patients, families and carers to resolve concerns and feed back themes which may affect quality and future commissioning strategies
36. To develop customer engagement in commissioning and quality assurance processes wherever possible
37. To monitor, analyse and ensure that complaints and representations about service are promptly and appropriately responded to
38. To ensure that all safeguarding procedures and policies are adhered to, and participate in safeguarding investigations as required
Policy and Service Development
39. Contribute to the development of policies and procedures for commissioned services
40. Contribute to and ensure compliance with corporate policies, including managing any performance issues, breaches of contract
41. Contribute to proposing and drafting changes to, and implementation and interpretation of policies, guidelines and service level agreements (SLA’s) which may impact on services 
42. Contribute to the review and development of existing information management systems and contribute to the development of an integrated approach to project management
43. Understand emerging policies from government departments, especially the DHSC
Financial responsibilities and Resource Management, including human resources
44. Contribute to developing plans for budget savings, co-produced with providers and colleagues from the wider health and care system
45. Provide financial reports as required 
46. Act in a way that is compliant with Standing Orders and Standing Financial Instructions in the discharge of this responsibility.
Information resources
47. Utilise reporting templates to ensure that QA is managed according to management information requirements as established within the Council and the NHS.
48. Develop, monitor risk registers to ensure that risks within commissioning team are effectively managed and that any strategic risks are escalated accordingly
49. To use IT equipment and mobile technologies to support working
Research and Development
50. Undertake research and development, for example, to inform new ways of commissioning services and to inform innovative service redesign.
51. Undertake feedback surveys and gather other forms of evidence to gain feedback on services and support commissioned and utilise the findings to inform future commissioning intentions
Personal Development
52. Participate in any development programmes commissioned by the Council and the NHS 
53. Identify personal development needs in relation to commissioning knowledge, skills and expertise and undertake a programme of development to address these


	· As an employee of Bury Council you have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults and for ensuring that they are protected from harm.
· Bury Council is committed to equality, diversity and inclusion, and expects all staff to comply with its equality related policies/procedures, and to treat others with fairness and respect.
· The post holder is responsible for Employees Duties as specified with the Corporate and Departmental Health and Safety Policies.
· As an employee of Bury Council you should contribute to a culture that values and supports the physical and emotional wellbeing of your colleagues.

	Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired. (See paragraph 203 of supplemental Conditions of Service)


	Job Description prepared by:
	Sign: 
	Date:

	Agreed correct by Postholder: 
	Sign:
	Date:

	Agreed correct by Supervisor/Manager: Hayley Ashall
	Sign:
	Date:13.04.22
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HEALTH AND ADULT CARE
COMMISSIOING TEAM
COMMISSIONING & QUALITY ASSURANCE OFFICER
	SHORT LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualifications
	
	

	Professional qualification or NVQ level 3, or above, or equivalent experience in a relevant area. 
	
	

	Experience
	
	

	Experience of developing and monitoring quality assurance of outcome based services within health or social care delivery
	
	

	Experience of contributing positively to working within a team
	
	

	Experience of building and maintaining relationships with a wide range of people including customers, relatives, carers, providers and regulators
	
	

	Track record of successfully negotiating under difficult circumstances
	
	

	Experience of working with external providers, including effectively managing poor performance by a provider of services, to ensure positive outcomes for both the customer and provider
	
	

	Knowledge
	
	

	Good understanding of social care, health and housing related support issues and the modernisation agenda for this sector including specific requirements of the Care Act 2014

	
	

	Have a good understanding of desired outcomes for people with social care needs, and how needs can be managed through early intervention and prevention.  This includes having a good understanding of how social care and health care outcomes can be met by non statutory services
	
	

	Good understanding of the needs of customers who are in transition from children’s to adults’ provision.
	
	

	Good understanding of procurement regulations in relation to public sector procurement
	
	

	Good understanding of how contract monitoring and quality assurance processes can demonstrate effective use of Council resources
	
	

	Demonstrate an understanding of private and 3rd sector organisations 
	
	

	Skills
	
	

	Ability to balance listening and talking, speaking and writing clearly and accurately, influencing others, keeping others informed.  Undertaking effective negotiation, even under difficult circumstances.  
	
	

	Ability to set clear expectations, reviewing progress, providing feedback and guidance, holding people accountable.  This includes developing  and maintaining positive relationships with providers, key stakeholders and colleagues to ensure quality services and encourage innovation
	
	

	Ability to be proactive, take ownership of work, doing what is needed without being asked, following through within deadlines and encourage providers to be innovative in order to develop the health & wellbeing market in Bury
	
	

	Ability to achieve a standard of excellence with our work processes and outcomes, adhering to Council policies and all regulatory requirements.  Ensuring that providers deliver quality services and improvements where necessary
	
	

	Strives for high customer satisfaction, going out of our way to be helpful and pleasant, whilst managing expectations
	
	

	Ability to manage and prioritise work to meet key business objectives and priorities, including generating efficiency savings
	
	


CRITERIA FOR INTERVIEW AND OTHER ASSESSMENT METHODS
The short-listing criteria listed plus the following:

	ASSESSMENT
METHOD
	CRITERIA

	Interview / Application Form
	Ability to approach problems imaginatively and propose practical solutions

	Interview
	Good understanding of the principles of person centred service delivery

	Interview
	Good understanding of the principles of the Safeguarding Vulnerable Adults policy

	Interview / Application Form
	Competence in use of IT including typical Microsoft packages e.g. Word, Excel, Access

	Interview/ Application Form
	Experience of building and maintaining relationships with a wide range of people including customers, relatives, carers, providers and regulators

	Interview / Application Form
	Experience of quality assurance and how it can influence the care market positively


