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Job Description and Person Specification
 

Commissioning Project Officer 
 
	Department  
	Adult Social Services 

	Service  
	Commissioning 

	Grade 
	K 

	Reports to 
	Commissioning Manager 

	Responsible for  
	No staff managed 

	Job reference 
	11054


 
	Job Purpose 

	The main functions of the role are:  
 
To contribute to key commissioning tasks while supporting staff who undertake lead responsibility for specific commissioning Programmes and Projects within Adult Social Care.   
 
To undertake priority pieces of work as directed which will be varied and will include an ability to manage projects independently. Commissioning Project Officers will be responsible and accountable for the work they undertake.  
 
To engage with key stakeholders through co-production and engagement activity to support decision making and the successful implementation of change to both internal processes and the wider market.   
 
To undertake a performance and relationship management role to ensure that Adult Social Care Services and jointly commissioned services, as appropriate, are robustly monitored. This includes gathering, analysing and interpreting information to understand and provide intelligence on the performance of services 
 
To provide reports to governance structures, clarifying trends, data and performance and providing conclusions and recommendations where necessary. 

	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 specialist services and support to those individuals and their families where someone may live with a lifelong disability.  
 
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 mean that this will be an ever-challenging task with new thinking and solutions needed.  
 
The Social Care and Health system is complex with 3 Community Health providers, 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 integrate both commissioning and delivery of care and health services. 


The care market in Norfolk is being pressured by increasing demand, increasing acuity, 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  

	• To contribute to aspects of Commissioning Programmes and Projects, under the direction of the Commissioning Lead, to quality, time and budget, in line with departmental and NCC governance procedures.  
 

	• To engage and influence key stakeholders 

	• Lead and motivate the project or work stream team and manage internal and external suppliers and partners to ensure that the project is delivered successfully.   
 

	• Manage project-related risks and issues effectively to minimise impact on plan, quality and budget.  
 

	• To plan and manage the implementation of any consequent changes to organisational processes, procedures and structures needed to realise agreed project benefits.  
 

	• Monitoring of a range of commissioned services, gathering and reporting on quantitative and qualitative information that helps assess the effectiveness of commissioned services and their value for money. 


 
 



Person specification 
 
	Skills and abilities

	Essential
· Good leadership, engagement and influencing skills. 

· Project/programme management skills. 

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

· Effective communication (oral and written). 

· Awareness of and ability to work with and understand complex data and trends. 

· 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 develop effective and constructive working relationships.
 Desirable
· Broad knowledge across a range of Health and Social Care disciplines.  

· Ability to challenge existing practice. 

	
	Knowledge/Experience

	Essential 

· Managing projects involving process, procedural and cultural change. 
 
Desirable
· Working in a Social Services environment, preferably in a commissioning function. 

· Proven track record of delivering projects in a complex business environment. 
 

	
	Qualifications

	
	Desirable
· Formal project management qualification (Prince2 Foundation or equivalent).



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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