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Job Description and Person Specification


	Role
	Contract Monitoring Officer

	Department 
	Children’s Services

	Service 
	Commissioning, Partnership and Resources

	Grade
	Scale K

	Reports to
	Commissioning Performance Manager



	Job Purpose 

	Provide monitoring and quality assurance of Children’s Services contracts, in liaison with relevant departments and external partners, to comply with departmental, corporate and national standards and deliver Children’s Services’ priorities.

To develop, identify and review co-ordinated monitoring and QA processes to enable contracts to be successfully delivered and evaluated within budget.

To ensure effective liaison with outside agencies and partnerships in order that contracts are delivered to required standards and in the best interests of children and young people.


	Overview/Context

	Norfolk County Council Children’s Services commissions a range of accommodation-based services for children and young people. 

In order to comply with departmental, corporate and national standards, the Integrated Commissioning team operate a contract monitoring function which sits alongside commissioning teams to directly inspect, evaluate and ensure providers are meeting the standards expected of them and achieving the best possible outcomes for accommodated children and young people.




	Principal Accountabilities

	To establish and monitor robust Quality Assurance processes and evaluation methods, procedures and processes in accordance with legislative and departmental requirements, ensuring Children’s Services’ priorities are effectively delivered.

	To undertake Quality Assurance evaluation and monitoring of service providers having regard for service performance, outcomes for children and young people, best value, legislative standards, departmental aims and objectives and safeguarding and promoting the welfare of children and young people 

	To provide advice, assistance and representation to and on behalf of internal stakeholders in areas relating to the quality of commissioned services, being a first point of expertise with regards legislative and regulatory standards and a base of knowledge and expertise.

	To establish and maintain a database of providers of services. To create a single source resource that identifies the quality of commissioned services to enable choice in the market by using information including regulatory ratings, reports, performance management, incidents and complaints and professional feedback alongside type of service provided, client group and geographical location.   

	To contribute to the negotiation of quality improvements within services and create and keep under review action plans for improvement in liaison with providers. To use this information to inform negotiations of use of and payments for commissioned services including annual inflationary uplifts negotiations and volume reductions where appropriate.

	To monitor and report on the performance of commissioned services so that the budget spend is aligned to Children’s Services priorities, impact measures evidence value for money and sufficiency is maximised

	To act as a point of contact for internal and commissioned service provider quality assurance enquires and queries and to lead on investigations into service quality issues, directly supporting senior colleagues around evidence-based decision-making.

	To provide regular alerts and reporting as required.

	To provide Norfolk County Council representation and contribution on regional groups such as Children’s Cross Regional Arrangements Group, including attending and contributing to training and information sharing to improve and embed high standards of quality assurance practice.

	To liaise with regulatory and statutory agencies in the audit and inspection of departmental services and external service providers.



Person Specification  

	Qualifications:
	Essential
	Desirable

	Education to Degree level and/or equivalent professional qualification or equivalent experience
	
	

	Knowledge/Experience
	Essential
	Desirable

	Experience in direct front line practice working with children, young people and families 

Experience of evaluating, monitoring and improving service quality

Experience of working with contractual standing orders and enforcing contract terms

Experience of agreeing and implementing service improvement plans 

Experience of advice, support, negotiation and influence with a range of internal and external partners at all levels

Experience of budget management and contract negotiation.

Experience in contract management through practical experience in a large organisation

Knowledge of legislative and regulatory requirements and standards pertaining to accommodation-based services for children and young people
	




















	





















	Aptitudes/Behaviours
	Essential
	Desirable

	Ability to develop, monitor and review contracts, service level agreements and improvement plans.

Knowledge of policy, practice and legislative framework for Children’s Services.

Knowledge and understanding of commissioning and procurement policy, processes and procedures.

Excellent written and verbal communication skills

Investigative and analysis skills

Ability to work as a member of a team

Ability to work with other NCC teams

Ability to work with external partners

Ability to keep accurate records

Ability to produce a high standard of work and prioritise and timetable tasks and activities to demanding deadlines.

	






















	

	Other Job Information 

	Appointment will be subject to a satisfactory Disclosure and Barring Service check to assess the suitability of candidates to work with children or other vulnerable groups.

The postholder will need to be able to engage positive influencing and relationship-building skills alongside more commercial and tenacious approaches in pursuit of quality, effectiveness and value for money.

You are required to travel as part of your duties. You will be responsible for your own travel arrangements and these must be carried out in the most effective and efficient way to perform your job.




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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