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Job Description and Person Specification  

Brokerage Contracts Officer  

	Department 
	Adult Social Services – Commissioning Department

	Service 
	Brokerage Service

	Grade
	E

	Reports to
	Team Leader

	Responsible for 
	N/A

	Job reference
	GR2367



	Job Purpose


	[bookmark: _Hlk20477295]To commission services on behalf of assessment staff and Sourcing Officer. This will involve contracting services, providing advice, guidance and information. 

	Context 


	Norfolk County Council is expected to comply with a range of legal expectations and duties in relation to adult social care.  

The service will be provided in accordance with legislation, national guidance, budget, procedures and protocols, quality assurance targets and timescales.

The role requirement is an output from the recent Brokerage review and planned process change




	Accountabilities 

	Process agreed care provisioning, raising and completion of contracts in accordance with legal specified standards to and manage contracting and communication via LiquidLogic and Controcc.


	To liaise with service providers, voluntary and community organisations to contract support, advice and information service providers.  This may include negotiating times of services.


	Identify and communicate notice and retainer periods to internal departments specifically payments and billing 


	Complete all appropriate paperwork to be sent to accredited providers and service users.


	To check and monitor the progress of contractual arrangements by escalating to Team Leader any outstanding budgetary authorisations.


	Participate in staff training as appropriate and to provide cover where necessary including bank holidays and weekends. 


	Ensure the content of work achieves high customer service standards and meets department standards and performance requirements.


	Undertake any necessary projects/activities within agreed timescales.


	Ensure the service is delivered in a way that is sensitive to the needs of ethnic, religious, cultural and linguistic backgrounds of service user and carers.


	To ensure that services are provided in accordance with the departmental standards, equal opportunities and objectives of quality assurance, with due regard to health and safety requirements.




	Person Specification


	Qualifications:

	Essential

	Good standard of education (minimum 5 GCSE’S or equivalent experience)


	Knowledge/Experience:

	Essential

	Demonstrate an ability to communicate clearly in compliance with Norfolk County Council customer care standards


	To fully utilise appropriate IT software suites i.e. Liquid Logic, ContrOCC, Microsoft Office tools.


	Participate in staff development and training as appropriate and to provide cover where necessary including bank holidays weekends. 


	Ability to support change and transitions within the working environment. 


	Good interpersonal skills with the ability to liaise effectively with a wide range of stakeholders including procurement and finance departments.


	Strong financial skills and interpretation of data to enable accuracy of contract and financial data for provider payments including any complex queries and financial irregularities. 


	Ability to keep good records, organise, plan and prioritise work effectively work in a fast-paced environment, to enable self-allocation of work.


	Ability to work co-operatively and collaboratively with colleagues and all stakeholders.


	Be able to exercise judgement and initiative within designated areas of responsibility.


	Be able to adopt a learning attitude and adaptable to change.


	Excellent problem-solving skills applied in a sensitive and timely manner.


	Skills:

	Essential

	Adaptable, flexible and supportive of change.

	Professional, personable and approachable. 

	Strong relationship management and collaborative working.

	Excellent communication and engagement skills. 

	Organised, responsible and proactive with target deliverables.

	Team player and self-directed.



	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.



	Other Job Information (special factors or constraints and physical requirements or environmental conditions that the job holder will encounter, including how long they last and how often they occur)

	N/A




	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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