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Job Description and Person Specification Profile

	Job Title
	Contracts & Commissioning Officer

	Job ID
	J88

	Service
	Housing Advice

	Grade
	H

	Reporting to
	Housing Advice Manager



	The Role

	
Main Duties and Responsibilities include:

· To develop a strategic approach to service design, procurement, contracting and monitoring services for Housing Advice.
· To develop services and implement contracts, service level agreements and monitoring systems in accordance with legislation, government guidance, the Council’s procurement standing orders and best practice for the use in commissioning services.
· To improve contract quality and performance through development of policy, practice and management arrangements.
· To develop and write the service specifications based upon the requirements of the Commissioner.
· Develop and provide advice to the department, providers, partners and other stakeholders on matters relating to quality standards, quality contracts, contract complaints/enquiries, safeguarding issues and all associate legal matters relating to contracting and procurement of accommodation services.
· Develop and implement complex, sometimes conflicting solutions to problems where some of the more difficult ones may not be covered by departmental procedures and may not have been tried by the Council.  
· To research, develop and write, in conjunction with the appropriate stakeholders, the Departments commissioning strategy for Housing Advice. 
· To ensure Service User involvement in all appropriate aspects of the commissioning process.
· To work proactively with the private and voluntary sectors to assist them in responding to the needs that have been identified by the Department and to develop non-statutory involvement in the planning process.
· Benchmarking of other Authorities contracting activities, establishing best practice adoption where appropriate.
· Leading on, or involvement in, multi-Council tendering and contract monitoring activities. 
· Project managing new projects to help develop the sector locally.
· Preparing briefing papers where key decisions need to be made by the senior leadership team, legal, finance and elected members, and presenting and gaining agreement to the recommendations from these key stakeholders.
· Motivate and ensure staff have the appropriate training in commissioning activities.
· Directly involved in negotiation, where authorised, of often high value and complex technical and price proposals.
· To have a knowledge of and work within departmental procedures and in accordance with the Council’s Standing Orders and Financial Regulations.
· Making recommendations to default poor performing providers.
· Develop departmental policies and procedures in the area of contracting and procurement of accommodation.
· Keyboard skills covering all the MS applications and including MS project.
· Maintain and ensure the accuracy of the Approved Lists as determined.
· Provide the necessary technical advice and assistance to appropriate staff in order to ensure compliance with legislation and the Council’s financial regulations and standing orders relating to contract and the procurement process.
· Be actively involved in the effective monitoring of contracts/service level agreements and to take appropriate action where necessary.
· Be responsible for reviewing existing contract documentation on a regular basis and for negotiating amendments thereto where appropriate.
· Maintain a working knowledge of developments in procurement, in particular relating to housing and homelessness in order to enshrine best practice in Tameside’s procurement process.
· Establish and maintain appropriate management information and quality assurance systems for contract monitoring and performance, including national and local performance indicators.
· Produce data and recommendations for Senior Management Team and Commissioners on contract performance.
· Identify and compare unit costs of services and recommend actions to achieve competitive levels.
· Where required, contribute to the investigation of complaints in accordance with the Council’s procedures.


The duties may vary from time to time without changing the nature of the post or the level of responsibility, and the post holder may also be required to carry out any other duties appropriate to the grading of the post. 




	About You

	Your essential qualifications

Educated to A level or Equivalent Level 3 Qualification

Your essential skills, knowledge and experience

1. Be able to work with other team members, and managers in the department, on the development of specifications and contracts.
2. To help in the development and delivery of the departmental business plan.
3. Plan work and take decisions that ensure the delivery of the service to the agreed budget.
4. Playing a lead role in high level internal and external meetings involving senior managers, council officers and provider owners/managers.
5. Be responsible for identifying positive structured stakeholders relationships at all levels both internally (within the team and across the Council) and externally with providers, other Councils and with the regulatory and other statutory bodies and in doing so proactively foster positive partnership relationships.
6. Regularly discuss senior and operational level issues associated with tendering, contracting performance, quality and safeguarding issues with internal and external stakeholders suggesting and managing improvements/corrective action (including managing potential loss of continuity of service by for example sudden home closures).
7. Initiating, leading and supporting major and highly complex projects including leading on project and risk management and all associated contracting and procurement tasks. 
8. Promote constructive and structured discussion internally and externally to help solve problems that might arise within the job holder’s service area.
9. Communicate internally and externally at all levels including the written, verbal and non verbal methods dependent on the situation, including networking across the Council and within the North West with other Councils.
10. Playing a lead contracting role on major savings activities reported to the budget holders.
11. Work with independent sector providers and partner organisations.
12. Draw up contracts, service level agreements and specifications for adult care services.
13. Negotiate with Providers on contracting issues including contract agreements, fee levels and quality issues.
14. Abide by the objectives and targets of both the service area and the Department, and follow the procedures and practices utilised in all aspects of the work, including computerised and manual systems and the maintenance of relevant records.
15. Lead in tendering/selection activities for the voluntary/independent care sector and other adult care activities where necessary.
16. Assist in the development and implementation of continually improvement, quality assurance and monitoring processes on all areas within the job holder’s service.  To include working closely with all key customers/stakeholders and development/implement and fine tune processes.
17. Share best practice developed within the team, across the Council and across other statutory partners.
18. Provide a flexible approach to work loads and priorities to support others in the team. 
19. Effective planning and prioritisation across all key tasks across the job holders service area involving short, medium and long term actions (from day to day to up to months away).
20. Run structured risk management across the service area including identification and implementation of mitigation strategies through effective communication within and outside the Council and at all levels.
21. Support, direct and motivate others within the job holder’s service area in order to help achieve/exceed service and individual objectives and priorities.
22. Through the use of structured techniques in change management and day to day support to the team members in the job holder’s service area help implement effective and positive change.
23. Assist others within the job holder’s service area, within the department, across the council and externally with providers and statutory agencies, with the identification and resolution of problems (including taking personal responsibility for decisions).
24. Focus on achievement of project, individual and team priorities, aims and objectives through being performance and outcomes focused.
25. Experience of managing large scale contracts

26. Housing related commissioning of schemes

27. Worked in a fast-paced customer facing service

28. Ability to fulfil all spoken aspects of the role with confidence through the medium of English







Our employees’ skills, experience and knowledge are essential to our success along with their happiness, commitment, enthusiasm and motivation to be the best they can be.

	What can you expect from us?
· A fair salary and benefits
· Opportunities for good health and wellbeing
· Help you to grow, develop and to do your best
· Enable you to be creative and innovative
· Fully involve you in changes that affect you and your work
· Listen, and act on your ideas and feedback
Working together, we are proud to work for Tameside



Our STRIVE values underpin our practice and behaviours and are at the heart of everything that we do:
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We work in a supportive
environment and actively
encourage supporting each other
to bring about innovation,
improvement and sustainability.
Good health and wellbeing is
important to all of us.

We relate
to others in
ways that we
want others to
understand and
relate to us. The
behaviour that we
model sets what
we expect.
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