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Job Description and Person Specification
 
Commissioning Support Officer 
 
	Department  
	Adult Social Services 

	Service  
	Commissioning 

	Grade 
	G 

	Reports to 
	As per structure chart 

	Responsible for  
	N/A 

	Job reference 
	 


 
	Job Purpose 

	The two main functions of this role are:  
  
· to support the development of effective commissioning arrangements across a range of social care areas.  
 
· to support the Commissioning Managers in the delivery of commissioning 
    Programmes and Projects, by providing information management and analysis, and supporting engagement 
 

	Context

	Norfolk has an increasing population of elderly residents and many of these require services that can keep them independent within their chosen communities. The authority 
also provides services and support to those individuals, and their families, with a learning, physical, autism or mental health condition. 
  
The Adult Social Care function within Norfolk County Council is responsible for the commissioning of £500 million (gross) of care services for vulnerable people in the County. Future demographic and budget pressures within the authority means that this will be an ever-challenging task with new thinking and solutions needed.   
  
The Social Care and Health system is complex with 5 CCGs, 7 District Councils, 3 acute hospitals, 1 mental health Trust – all combining in a single Integrated Care System with Norfolk County Council. There is an intention to integrated both commissioning and delivery of care and health services.  
  

	The Care market in Norfolk is being pressured by increasing demand and workforce shortages, yet it is keen to work with other stakeholders to explore solutions that can ensure it can rise to the challenge  


 
	Accountabilities 

	· Contribute to aspects of Commissioning Programmes and Projects, under the direction of the Commissioning Lead. 
· Support the development of commissioning plans and service specifications reflecting the national and local commissioning priorities, policy and good practice requirements.  
· Engage key stakeholders as directed.  
· Establish and maintain administrative systems to support the work of the commissioning team, including information management systems and communications functions. 
· Contribute to Monitoring activity connected to a range of commissioned services, analysing information that helps assess the effectiveness of commissioned services and their value for money.


 
 Person specification 
 
	Essential skills and abilities

	· Analytical, problem-solving and decision-making skills.  

· Effective communication (oral and written. 

· Planning skills.  

· Able to prioritise and meet deadlines.  

· Attention to detail whilst keeping sight of the bigger picture.

· Proactive and highly motivated.

· Able to take responsibility.
   
· Able to work effectively as part of a team.
 
· Able to develop effective and constructive working relationships.
  
· Able to work effectively under pressure. 
 

	Knowledge/Experience 

	Essential 
· Experience of working on projects and analysing data and report writing.

Desirable
· Experience of working in a social care commissioning environment. 


	Mandatory Qualifications 

	· Administrative/management qualification at NVQ Level 3 or equivalent. 

· Competence with Microsoft Office & specialist IT systems. 



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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