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JOB DESCRIPTION

Job Title: Commissioning Contract and Support Officer
Directorate & Section/Unit: Adult Social Care & Communities Directorate, Commissioning Unit
Reporting to:   Senior Commissioning Manager
Responsible for:  N/A
Salary Grade: Scale 5
DMA Management Level:  Frontline 
DMA Span of Control (Direct Reports):  N/A
Our People Values:
To uphold and act in accordance with Worcestershire County Council's values:
· Customer Focus 	               - Ensure delivery of a high-quality service which meets the needs of     
                 customers
· Can Do Culture  	               - Be proactive to achieve excellence, finding solutions and creative   
                 ways of working
· Freedom within Boundaries - Make constructive change through cohesive decision making,                
      ensuring services are responsive.

Purpose of job: 	
	
· Actively deliver contract management activity and support provider management activities within the Adult Services Commissioning Unit. Serve as the first point of contact for provider and contractual enquiries, investigating, resolving or escalating issues as appropriate, and developing effective working relationships that support contract delivery, provider performance and commissioning objectives.
· Support the onboarding of new providers and delivercontract administration, purchase order and invoice processes, payment query resolution and contract monitoring activities. Ensure accurate contract, provider and financial records are maintained and monitored, supporting compliance with contractual, financial and statutory requirements and contributing to effective provider management, service performance and continuous improvement.
· Provide expert system knowledge to the Team for ongoing delivery of adult social care contract metrics and KPIs to ensure appropriate levels of service governance are maintained and reported upon.
· Contribute to commissioning projects, service transformation initiatives and market development activities by collecting, analysing and presenting qualitative and quantitative data. Produce and present insight and evidence to support commissioning decisions, identify emerging needs and trends, and inform service planning, performance improvement and contract management activities.


				
Main Activities & Responsibilities:

· Act as the initial point of professional contact for commissioning enquiries from service users, providers, partner organisations and internal colleagues. Apply a comprehensive understanding of commissioned services to assess enquiries, provide advice, identify risks and determine the most appropriate course of action. 
· Manage and coordinate complex commissioning issues, ensuring they are appropriately investigated, resolved or escalated, working collaboratively with Commissioning, Quality Assurance, Finance, Commercial and Legal colleagues as required. Ensure all enquiries are progressed and responded to within agreed timescales, supporting the effective delivery of commissioning priorities and objectives.
· Develop effective working relationships with Commissioning, Quality Assurance, Operational Social Care Teams, Finance, Commercial and Legal colleagues to deliver contract management activities, service delivery requirements and continuous improvement across commissioned services.
· Lead the coordination of Freedom of Information (FOI) requests received by the Commissioning and Quality Assurance teams, working with colleagues from multiple teams across the organisation to gather and submit within statutory timescales, identifying and escalating risks where appropriate.
· Undertake delegated commissioning projects and workstreams on behalf of the Assistant Director of Adult Social Care Commissioning & Quality Assurance, Lead Commissioners and Senior Commissioning Manager through project coordination, research and analysis, ensuring activities are delivered effectively and contribute to service improvement and commissioning priorities and objectives.
· Collate, prepare and present performance and activity data relating to commissioned services and contract delivery, identifying trends to support the management of all provider contracts including Dynamic Purchasing System (DPS) contracts and associated systems to deliver effective contract oversight and service performance.
· Undertake specific pieces of work to support commissioning and service development activity, including investigation, research, data analysis and the collation of information from a range of sources. Contribute to the development of recommendations that support service improvement, informed decision-making and the achievement of commissioning priorities.
· Provide a range of support to commissioning activities, including the preparation of reports, presentations and meeting documentation, the coordination of stakeholder meetings, and the management of service enquiries, ensuring the effective operation of the Commissioning and Quality Assurance Service.
· Be responsible for the contractual administration of commissioned services and support their financial management, including the raising and monitoring of purchase orders, processing and resolution of invoice and payment queries, maintenance of provider payment information, and ensuring contractual documentation is issued and maintained accurately within relevant systems. Work closely with Finance, Commercial and provider organisations to support effective financial governance, contract compliance and timely provider payments.
· Be responsible for system management to ensure all fee uplifts are correct following annual review, updating contract and financial data within relevant systems, helping to ensure commissioned services are managed effectively and providers are paid in accordance with agreed fee structures.
· Be responsible for the quality assurance of commissioning and contract management data held within Adult Social Care information systems. Maintain provider records and distribution lists, ensuring information is accurate, up to date and compliant with organisational requirements. 
· Coordinate the onboarding of new service providers, supporting the completion and issuance of contracts and ensuring accurate provider and contract information is maintained within relevant commissioning and financial systems. Contribute to the effective management of commissioned services by ensuring provider records are established in accordance with organisational procedures and governance requirements, including an accurate contact register.
· Support the development, maintenance and continuous improvement of commissioning dashboards, performance reports and management information using corporate systems and reporting tools. Produce accurate and timely information to support contract monitoring, service performance and evidence-based decision making.
· Act as a champion for data quality across commissioning and contract management systems, promoting accurate, reliable and consistent data. Undertake regular data validation and quality assurance activities to ensure information is suitable for operational reporting, performance monitoring and strategic analysis.
· Identify opportunities to improve commissioning, contract management and provider administration activities through the effective use of technology, data and digital solutions. Support the development and implementation of digital tools, automated processes and system improvements that enhance efficiency, strengthen data quality, improve performance reporting and contribute to continuous service improvement.
Generic Accountabilities:	

· To exercise absolute integrity at all times.
· In all aspects of the job, seek to use initiative and problem-solving skills to ensure improvements are continuously made to systems and processes
· To undertake health and safety duties commensurate with the job and/or as detailed in the Directorate’s Health and Safety Policy
· The duties described in this job description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the Council’s Equality and Diversity Policy
· To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities and encourage and support staff in their development and training.
· To proactively develop and maintain a network of key contacts within the Council in order to keep up to date with current issues and ongoing developments.
· To undertake other such duties, training and/or hours of work as may be reasonably required, and which are consistent with the general level of responsibility of this job


Contacts:

     In all contacts the post holder will be required to present a good image of the Directorate and the County Council as well as maintaining constructive relationships.

Internal: Elected Members, Directors, Assistant Directors, senior managers, management teams, managers and staff across all Directorates, project staff 

External: District & County Councils, Government agencies and departments, healthcare professionals, suppliers, contractors, service providers, statutory and voluntary organisations, service users, clients, members of the public, volunteers       


Additional Information:	
· The Council reserves the right to alter the content of this job description, after consultation to reflect changes to the job or services provided, without altering the general character or level of responsibility

· Reasonable adjustments will be considered as required by the Equality Act.
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* WCC is aiming towards a 5-level management organisational structure with level 5 being the Chief Executive. 
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PERSON SPECIFICATION


Job Title: Commissioning Contract and Support Officer
Directorate & Section/Unit: Adult Social Care & Communities Directorate Commissioning Unit
Salary Grade:  Scale 5



EXPERIENCE: (Of delivering outcome/objectives/service improvements etc, not just time served)

It is essential that the post holder has:

· Considerable experience of working in adult social care, Commissioning, Contracts, Procurement or similar environment.
· Experience of supporting contract monitoring, provider management or commissioning activities
· Considerable experience of coordinating and progressing multiple workstreams, activities and enquiries to achieve agreed outcomes and timescales.
· Significant experience in the use of Microsoft Office applications, including Excel, databases and reporting tools.
· Demonstrable experience of drafting / editing written documents and correspondence independently
· Demonstrable experience of managing and maintaining high standards of communication, integrity, and working collaborative relationships with a wide range of stakeholders to resolve issues and improve service delivery.
· Experience of using management information systems and databases to extract, manipulate and maintain information.
· Experience of collating, analysing and presenting performance, contract, financial or service data to support decision making.


It is desirable that the post holder has: 
· Experience of undertaking research, analysis and information gathering to support service development or improvement.
· Demonstrable experience of working on projects in collaboration with others.
· Experience of supporting budget management, payment processes or financial monitoring activities

KNOWLEDGE, SKILLS AND ABILITIES:

It is essential that the post holder has:

· Knowledge of commissioning, contract management and quality assurance processes within Adult Social Care or a similar environment.
· Knowledge of contract monitoring, provider management and financial processes associated with commissioned services.
· Knowledge of Adult Social Care systems such as LAS, ContrOCC, Tech One or equivalent contract and financial management systems.
· Knowledge of Dynamic Purchasing Systems (DPS) and contract management arrangements within Commissioning.
· Ability to act as first line when dealing with financial queries related to purchase orders and invoices
· Ability to analyse, interpret and present information and performance data clearly to support informed decision-making.
· Understanding of data quality principles and the importance of maintaining accurate information within contract, provider and financial systems 
· The confidence to make recommendations or decisions that resolve blocks to the delivery of the service. 
· Demonstrable strong customer focus and organisational skills especially to manage across several areas of priority / ability to prioritise conflicting demands and meet deadlines.
· Ability to arrange and engage in meetings with a variety of internal and external stakeholders 
· Ability to organise own work with minimum supervision 
· The ability to pre-empt, identify and pro-actively resolve problems efficiently and effectively using own initiative 
· Advanced Microsoft Excel skills, including the ability to manipulate, analyse and present data effectively.
· .
· Ability to build effective working relationships with colleagues, service users, providers and partner organisations.
· Strong communication skills with the ability to explain complex information to a range of audiences.
· Knowledge of GDPR and the Data Protection Act and the requirements and expectations of working in a confidential environment. 
· The ability to recognise, acknowledge and have regard to confidential and sensitive matters including adult safeguarding.
· A willingness to enhance personal performance by seeking out constructive feedback, gaining insight and awareness of personal strengths and challenges

It is desirable that the post holder has: 

· Understanding of local authority governance processes and statutory responsibilities relating to commissioned services.
· Experience of working directly with people who access care and support services and their representatives.
· Experience of using business intelligence and reporting tools such as Power BI.
· Knowledge of process automation, workflow technologies or digital solutions that support business improvement.

QUALIFICATIONS/TRAINING & DEVELOPMENT:

It is essential that the post holder has:

· Educated to a Level 3 qualification in a relevant subject or equivalent compensatory experience as a minimum.
· Demonstrable commitment to Continuous Professional Development (CPD)


It is desirable that the post holder has:

· A Level 1 qualification in Essential Digital Skills or evidence of excellent IT skills in Microsoft Office


ADDITIONAL INFORMATION

It is essential that the post holder has:

· An absolute commitment to providing a consistently high standard of customer service 
· A positive and pro-active attitude to the provision of the service whilst consistently being initiative driven
· A professional, friendly, enthusiastic, positive and can-do attitude
· Excellent management, time-management, and problem-solving skills, able to work under pressure
· Flexible team player willing to do what it takes to get the job done; adaptable and enjoys a challenge
· The flexibility to work additional/out of hours as necessary to fulfil the requirements of the role and meet the business needs.
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