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Job Description and Person Specification



Commissioning Officer
	Department 
	Children’s Services

	Service 
	Integrated Commissioning

	Grade
	G

	Reports to
	Commissioning and Service Development Manager (Prevention and Early Help)



	Role and Context

	This role will be to assist Children’s Services’ Integrated Commissioning team with
specific streams of commissioning activity involving specialist support services.

As a Commissioning Officer in the Integrated Commissioning team, you will support the
delivery of commissioned services through monitoring and evaluating their effectiveness.

You will engage in regular stakeholder events and consultation with providers.

This role will support project activity through managing small pilot projects, maintaining
project plans, collecting and analysing data for both commissioning and partnership work.

	Other Job Information

	The service is designed to ensure consistency across the county but is managed centrally within the Integrated Commissioning team. From time to time when the service in another area is under pressure there may be a need to assist across geographic boundaries.

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.



	Principal Accountabilities in order of importance

Undertake detailed preparatory work to support the drafting of tender documents, service agreements and contracts between Integrated Commissioning and External service providers with the support of shared services specialists eg Legal Services and Procurement.

To regularly monitor the effectiveness and quality of commissioned services through direct observation of practice, collecting and analysing data to produce regular performance reports for all stakeholders.

Work with providers to ensure quality standards are maintained whilst gathering accurate market intelligence. 

Use the above information to establish and roll out best practice.

Contribute to the development of a locality commissioning performance management framework and practice.

Monitor trends in comments, compliments and complaints received from all sources concerning commissioned services undertaking investigations, resolving issues or escalating persistent problems as required.

To give advice to commissioned service providers on enquiries on interpretation of service specifications, data requirements, invoice queries or need to vary service to deliver outcomes.

Identify potential efficiencies and savings.

Provide management information and briefing reports.

Attend local/regional meetings as appropriate.

Support project activity through managing small pilot projects, maintaining project plans, collecting and analysing data for both commissioning and partnership work.

Provide administrative services for the manager and team organising and minuting meetings, organising training and other events

Ensure commissioned providers services contribute to keeping children safe, including having a sound safeguarding and workforce culture.
 
Ensure commissioned providers’ services contribute to reducing inequalities in line with legislation and best practice guidance.

Work in partnership with other commissioning and operational departments.
 



Person specification

	Qualifications

	Essential
	Desirable

	NVQ Level 3 or equivalent experience

Minimum grade C GCSE maths or equivalent.

Excellent IT skills including Intermediate Excel
	Qualification in business administration or administrative management

Advanced Excel

Project management 

	Experience

	Essential
	Desirable

	Previous experience of delivering services to children

Previous experience of supporting commissioning and contract monitoring activity 

Experience of delivering and or supporting project work and outcomes effectively.

	Project management 

	Skills/Knowledge

	Essential
	Desirable

	Able to assess delivery against specifications.

Ability to work on own initiative, work under pressure and prioritise to deliver against deadlines.

Ability to provide flexible solutions and approaches to issues.

Ability to communicate effectively at all levels verbally and in writing with service providers, professionals and members of the public including when under pressure.

Able to explain, persuade and motivate service providers and stakeholders to deliver required outcomes.

Methodical approach to planning and organisation with clear customer focus.

Ability to deal tactfully and professionally with complaints from potential challenging individuals or interest groups.

Proven analytical and research skills 
Able to devise efficient administrative systems which ensure the smooth running of both simple and complex administrative needs.

	



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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