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Operations, Finance and Contracts Manager


	Department 
	Children’s Services

	Service 
	Music Service and Music Hub

	Grade
	L

	Reports to
	Head of Service

	Responsible for 
	Financial accounting and reporting, commercial/contractual oversight, operational leadership, business support function

	Job reference
	Previous reference: Business Manager – Music Service



	Job Purpose 


	Under the direction of the Head Service:

To lead the operational, financial and commercial functions of Norfolk Music Service and the Norfolk & Suffolk Music Hub, ensuring effective management of resources, robust financial control, and high-quality service delivery. The role acts as the principal lead for procurement, contract management and quality assurance of commissioned provision, ensuring transparency, compliance and best value across both commercial trading and grant-funded activity.

The postholder will oversee business support and operational teams, including instrument services, and work in partnership with Children’s Services commissioning and quality assurance functions, and procurement within the Council to ensure consistent standards of governance, accountability and performance across all provision.

The postholder will also work alongside colleagues involved in the wider trading oversight work across Children’s Services, ensuring that learning from Music Service traded activity informs broader thinking on traded service design, financial sustainability, governance and operational risk.


	Context 


	
The Music Service supports schools and settings to deliver high-quality music education through a wide and diverse range of services, programmes and traded activity. This includes instrumental and vocal tuition, ensembles, large-scale performance opportunities, instrument services and professional development, alongside a growing portfolio of commissioned and partnership-led provision.

At a strategic level, Norfolk County Council has been the lead organisation for the Norfolk & Suffolk Music Hub since 1st September 2024, funded by the Department for Education and administered by Arts Council England. The Hub operates within a national framework, bringing together a broad partnership of education, cultural and community organisations to deliver a shared vision for inclusive, high-quality music education for all children and young people.

The Hub model requires strong governance, financial stewardship and accountability with a clear emphasis on quality assurance, equitable access and demonstrable impact. Delivery is achieved through a combination of in-house services and externally commissioned partners, requiring robust procurement, contract management and performance monitoring arrangements.

Within this context, the Music Service operates as both a direct provider and a lead commissioner, working closely with internal council services - including procurement, finance, commissioning and quality assurance teams - to ensure compliance with local authority policies and national funding requirements. 

The scale and complexity of this model demands a high level of operational coordination, transparent financial management and consistent oversight of quality across all aspects of delivery.

The postholder plays a critical role in enabling this, providing operational, financial and commercial leadership across the Service and Hub, and ensuring that systems, processes and partnerships are aligned to deliver high-quality, accountable and sustainable provision.




	Accountabilities 

	Financial management and planning 
· To lead financial planning, activity-based costing, budget monitoring and reporting across Music Service and Music Hub activity, ensuring financial sustainability, compliance and effective use of public funds.


	Procurement, contracts and commissioning
· To lead procurement, commissioning and contract management for Music Hub provision, ensuring compliance with Council and national music hub requirements, effective provider management, best value and clear advice to the Head of Service and leadership team.


	Quality assurance and provider performance 
· To work closely with the Children’s Services Commissioning Performance Team to establish and oversee a robust quality assurance framework for commissioned and delivered provision, ensuring consistent standards aligned to Arts Council England quality principles and local priorities.

· To monitor and evaluate provider performance, ensuring data, feedback, impact measures, safeguarding, compliance and outcomes are clearly evidenced, reported and used to drive continuous improvement and accountability.


	Governance, compliance and accountability 
· To ensure robust governance, compliance and auditability across financial, procurement, commissioning and grant-funded activity, including accurate records, transparent reporting and contributions to strategic governance arrangements. This includes meeting reporting requirements for Arts Council England, the Department for Education and other funders.


	Operational leadership and service delivery 
· To lead the operational delivery of business support and service functions, including instrument services and repair; ensuring efficient systems, high-quality customer service and effective resource management.


	People management and team leadership 
· To directly line manage the Instrument and Events Co-ordinator, Business Support Officer and Instrument Repair Technician, ensuring effective performance management and workforce planning, to create a culture of accountability, continuous improvement and high performance across the operational and business support functions.


	Strategic financial and business support 
· To provide financial and commercial insight to support business planning, service development, partnership activity and decision-making across the Music Service and Music Hub, ensuring value for money and alignment with strategic priorities.

· To contribute to wider traded services oversight activity, including the development of financial baselines, options appraisal, viability assessment and assurance arrangements for education-related traded services where there are clear links to Music Service systems, income, contracts or operational delivery.


	Representation and partnership
· To represent the Music Service and Norfolk County Council at local, regional and national level in relevant financial, procurement, operational and partnership matters, building effective relationships with internal services and external partners to support Music Hub priorities.


	
To safeguard and promote the welfare of children and young people, all activity delivered by the Music Service and Music Hub is compliant with safeguarding legislation, local authority policies and statutory guidance. The postholder will ensure that appropriate safeguarding standards are embedded across operational delivery, commissioning, procurement and contract management arrangements and that concerns are identified and escalated in line with established procedures. This role is subject to an Enhanced DBS check with children’s barred list check.





Person specification

	Skills and abilities:
	Essential (ü)
	Desirable (ü)

	Highly proficient in the use of software and data systems (e.g. Power BI, Excel, Microsoft Office and financial systems) to analyse, manage and present complex information 

Excellent organisational and problem-solving skills, with strong attention to detail and a commitment to accuracy, transparency and compliance 

Strong communication and interpersonal skills, with the ability to influence, negotiate and build effective relationships with a wide range of stakeholders 

Ability to interpret, evaluate and clearly explain complex financial, contractual and operational issues, including making sound and timely decisions in challenging situations 

Demonstrates a commitment to continuous service improvement and innovation, identifying opportunities to enhance efficiency, quality and impact 

Ability to manage complex procurement and commissioning processes, balancing compliance requirements with service needs and innovation 

Skilled in contract management, including monitoring performance, managing risk and holding providers to account

Ability to design, implement and monitor quality assurance frameworks to ensure consistent standards and continuous improvement across services and partners 


Ability to lead and coordinate multiple business functions, ensuring processes, systems and teams operate efficiently and cohesively 

	ü





ü
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	Knowledge/Experience
	Essential (ü)
	Desirable (ü)

	A minimum of three years’ financial experience within a complex organisation

Detailed knowledge and practical experience of budget preparation and monitoring in both commercial and grant-funded environments

Extensive experience of office and operational management, including leading and managing teams

Experience of working within a local government or similarly regulated environment

Experience of reporting on large-scale grant funding, including compliance with funding conditions and audit requirements

Knowledge of working within the cultural education sector, including Music Education Hubs, and an understanding of the relevant legislative and funding frameworks

Ability to analyse financial and performance data, producing meaningful insights through modelling, forecasting and reporting

Significant experience and working knowledge of procurement processes, contract management and commissioning activity, including compliance with public sector regulations and governance requirements
Understanding of governance, accountability and financial control within a public sector or grant-funded context, including transparency, audit and risk management

Detailed knowledge of public procurement regulations and frameworks (e.g. Procurement Act 2023 / Contract Standing Orders) 

Experience of designing or managing a procurement framework or commissioning model 

Experience of contract mobilisation, performance monitoring and supplier relationship management 

Experience of working with Arts Council England, Department for Education or other national funders 

Understanding of safeguarding requirements within commissioned services for children and young people
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	Qualifications
	Mandatory (ü)
	Indicative (ü)

	AAT Level 4 / part CCAB qualified or equivalent 
CIPS Level 4 (or equivalent procurement qualification) 

ILM Level 5/7 or CMI qualification 

CIPFA / CCAB qualification (or working towards) 

Diploma in management
	ü




	


ü

ü

ü




	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 regards 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.
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