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Job Description and Person Specification



Senior Contracts Officer 
 
	Department 
	Community and Environmental 

	Service 
	Public Health 

	Grade 
	K 

	Reports to 
	Commissioning Manager 

	Responsible for 
	No staff managed

	GR reference 
	MJ1470 	GR5224 


 
	Job Purpose 

	 Working with commissioning, contracting and information colleagues, contribute to the development and implementation of contract management functions of the department. 
 
Manage demand through working with commissioning colleagues and provider partners including NHS England, Clinical Commissioning Groups, District Councils, and the voluntary, business and commercial sectors to coordinate requirements and maximize the benefit of supplier engagement to obtain sustainable outcomes and value for money for the service while supporting the wider Public Health objectives. 
 
Manage a portfolio of public health contract arrangements with partner providers, ensuring the timely delivery of agreed outcomes and targets and performance to defined standards which reduce health inequalities. 

	Context 
The key responsibilities of the Public Health department are to: 
I. deliver the County Council Priorities, directly and through direct joint working with other Directorates 
II. deliver the statutory functions of the Director of Public Health 
III. commission the mandated public health services 
 
For a two tier county such as Norfolk there are also wider determinants of health that are district council responsibilities and partnership working is important to promote and protect good health 
 
Pro-active contract management is a key element in ensuring the effectiveness of Public Health spending and this senior contracting role is key to enabling commissioning colleagues develop programmes with measurable successful outcomes. 


 
	Principal Accountabilities (in order of importance) 

	Manage a portfolio of key public health contracts to ensure the timely delivery of agreed outcomes and performance to defined standards and compliance with audit requirements. This will involve leading and chairing contract monitoring meetings with providers as required and establishing and maintaining strong and effective relationships. 
 
Anticipate and manage demand needs and work with partner providers to help future proof service provision by developing strong working relationships with commissioning colleagues and through the analysis of established and developing contractual trends in the Health Sector. 
 
Develop, implement and manage robust relevant commissioning and contractual arrangements based on a comprehensive understanding of the commissioning requirement, ensuring that the due diligence and contract agreement processes are concluded in accordance with central Government funding agency and Norfolk County Council requirements. Ensure all contracts incorporate effective processes to ensure that reporting arrangements from providers are robust and timely. 
 
Manage the quality of the commissioned provision, offering advice and guidance to ensure that partner providers have effective quality improvement policy, processes and reporting mechanisms in place, to externally defined standards, and access to support, development and quality improvement opportunities through the Service. 
Be an effective, competent and credible negotiator with senior contacts in both NHS and commercial service providers ensuring that the requirements of the Council are delivered and that all partner providers adopt the most stringent quality and performance standards. 
 
To contribute to the evaluation of external tenders from potential partner providers as part of the selection panel and make recommendations to the Senior Management Team. 
 
To produce and present regular progress reports to the Senior Management Team highlighting any contractual performance measures and identifying remedial approaches. 
To identify, monitor and manage the risks associated with each commissioning relationship, effectively managing non-compliance where it arises. 
 
Support the Contract Manager in the interpretation and implementation of complex national guidance and development of associated policies and guidelines as necessary. 


 
	Person Specification 

	Essential Qualifications 

	Degree in a relevant subject or equivalent knowledge gained by a combination of continued study and work experience in the area of health strategy, commissioning, contracting and performance management. 
Evidence of ongoing professional development (e.g. postgrad short courses/ conferences). 


	Essential Experience 

	Significant experience of effective performance management of contracts in a complex environment 
 
Experience of budget management. 
 
Demonstrable evidence of working with a range of stakeholders and partners in a complex service delivery context to improve the quality and performance of service delivery. 

	Essential Skills/Knowledge 

	Proven ability to develop and maintain highly effective professional relationships so as to achieve positive outcomes. 
 
High level of influencing and negotiation skills. 
 
High level of interpersonal and communication skills. 
 
IT, numerical and analytical skills. 
 
Proven ability to develop effective contract documentation which is designed to deliver desired outcomes.

 Robust approach to contract compliance.


 
	Other Job Information 

	Required to regularly travel to attend meetings with partner providers 




The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.


General Information
The job description details the main outcomes of the job and will be updated if these outcomes change.

All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regard to the needs of our customers and the diverse community we serve. 

Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.



Rewards and Benefits at Norfolk County Council

We offer a range of benefits working for Norfolk County Council, visit our Rewards and Benefits page to find out more. 

To view further information visit our Recruitment information for candidates pages.
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