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JOB DESCRIPTION

[bookmark: _Hlk144972396]Job Title:  Commissioning and Market Support Officer
Directorate & Section/Unit:  Adult Social Care Directorate Commissioning Unit
Reporting to:  Senior Commissioning Manager, Commissioning Unit
Responsible for: N/A
Salary Grade: Scale 6	
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: 	
	
· The post-holder will be the supportive force that empowers our commissioning unit, acting as a key partner to commissioners and quality assurance practitioners, performing analytical and organisational duties.
· To support the provision of a comprehensive high-quality pro-active market and contract support service to the commissioning unit in the discharge of its duties within Worcestershire County Council that is confidential, accurate and efficient. 
· To develop, promote and utilise innovative and responsive approaches to meet the requirements of the commissioning unit, continuously improving and striving to achieve better outcomes within the unit operating model.
· To serve as the primary point of contact for internal and external stakeholders and system partners on all matters pertaining to the commissioning unit portfolio of responsibility.
· To liaise between the commissioning unit, Members and senior management teams; organising and coordinating external relations efforts; and overseeing special projects.
· To ensure the commissioning unit administrative procedures operate effectively, and that unit goals and objectives are accomplished in accordance with the Council’s Constitution, scheme of delegation and key policies.  
· Manage and refine internal processes that support the commissioning unit, coordinating and influencing internal and external resources to expedite workflow.				
Main Activities & Responsibilities:	

· To circulate, promote and manage relevant documentation, data analysis and reports and communication on behalf of the commissioning unit including, reports and papers for the attention of relevant stakeholders and customers, including County Councillors, Directors, Care Providers, the ICB, members of public, and internal and external contacts.   
· Provide research and analysis support for the Commissioning Unit on a wide range of topics, anticipating and preparing relevant information and documents and making necessary arrangements on behalf of the unit - to ensure that officers are prepared and briefed for all commitments at local, regional and national level in good time. 
· Maintain provider contracts and novations and the filing thereof 
· Schedule regular review of risk management systems, including business continuity and the commercial viability of providers 
· Support the maintenance and quality of data within the Adult Social Care IT systems in relation to contract and commissioning activity, this includes the maintenance of the provider distribution lists and updating of systems with regard to fees via ContrOCC
· Ensure that the senior officers within the unit are kept updated on new and emerging issues and information across a range of topics as appropriate.
· Analysis of market data and preparation of reports to support commissioning and quality assurance activities in terms of needs analyses, market appraisal and capacity; care quality, market stability
· Liaison with other departments/partners/systems in relation to the provision of key data that impacts on care markets e.g. the National Capacity Tracker and Skills for Care; and internally with teams (particularly the Commercial team and legal services) to ensure contractual and commissioning queries are resolved appropriately
· Compose, prepare and issue general correspondence and the maintain up-to-date stakeholder addresses, including ownership of the generic email address and the updating of webpages and of shared drives for documentation; support with surveys
· Arrange/Schedule complex system meeting agendas and minutes and assist in compiling documents/report;
· Raise purchase orders and invoices, and manage all approved payment and purchase queries;
· Maintain the Quality Assurance Risk Matrix per market segment with both daily and monthly tasks, e.g. care quality concerns, change in manager, CQC rating, suspensions and capacity.  Create relevant documentation for Suspensions, Performance Notices and Non-Compliance and circulate to partner organisations, other local authorities and internal council colleagues, brokerage etc. Update relevant systems e.g. ContrOCC.  Issue the Quarterly return reports for Domiciliary Care, Extra Care and Supported Living to providers, tracking the receipt and documenting the results via the risk matrix;
· Track out of county suspensions. Where such suspensions affect WCC funded placements, alert and liaise with council social workers and the responsible commissioners;
· Support the Assistant Director in the management of Commissioning unit team budget, declarations of interest and associated financial transactions.
· Provide a focal point for councillors requiring support for constituents with regard to the commissioning unit
· To identify, read and evaluate correspondence, publications, minutes and other forms of communication on behalf of the Assistant Director and Lead Commissioners, ensuring relevant matters and issues are brought to the attention of him/her in a timely manner and that all actions points are followed up.
· To organise, develop and support the delivery of assignments and initiatives across a range of cross directorate, organisation wide projects on behalf of the Assistant Director as directed, working with relevant stakeholders and to key objectives, timescales and outcomes. 
· To manage the storage and retention of information and documents on behalf of the Assistant Director and commissioning unit using electronic and other systems as appropriate, including the operation of forward and reminder systems, in compliance with Data Protection/confidential storage
· To welcome and host official visitors to Worcestershire County Council on behalf of the Commissioning Unit as required. 

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.



Author: Rebecca Wassell				Date: 7th September 2023
							Date of grading confirmation: 19th September


















* 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 and Market Support Officer, Adult Social Care Commissioning Unit
Directorate & Section/Unit: Adult Social Care & Communities Directorate
Salary Grade: Scale 6

[bookmark: _Hlk144299065]EXPERIENCE:

It is essential that the post holder has:
· Significant experience of utilising analysis tools such as AI, spreadsheets, Power BI and the full Microsoft suite of programmes to support managers 
· Significant experience working within a Commissioning function and or /social care market 
· Significant experience in providing support for in a public sector organisation (i.e., local government, health or social sciences, public health).
· Demonstrable experience developing internal processes and filing systems 
· Demonstrable experience of arranging complex meetings with internal and external participants
· Demonstrable experience of managing and maintaining high standards of communication, integrity, and relationships with a wide range of stakeholders 
· Demonstrable experience of drafting / editing written documents and correspondence independently 
· Considerable experience in, and the ability to, conduct research and present data in a succinct and well-written manner.

It is desirable that the post holder has: 
· Significant experience of providing excellent standards of business and market related support at a senior level within a large and complex organisation 
· Significant experience of working directly with the Executive Directors, Boards and Leadership Committees, senior organisational leaders e.g. Council Members, Senior Management teams and staff.

KNOWLEDGE, SKILLS AND ABILITIES:

It is essential that the post holder has:
· Specialist knowledge of commissioning and the adult social care market
· Ability to arrange meetings with a variety of internal and external stakeholders and undertake minute-taking
· Ability to organise own work with minimum supervision 
· Ability to produce and proof read high quality documentation
· Ability to conduct research and present findings in an accessible style
· The ability to pre-empt, identify and pro-actively resolve problems efficiently and effectively using own initiative 
· The ability to consistently deliver high quality business and market related support to strict deadlines
· Strong organisational skills that reflect ability to plan, perform and prioritise multiple tasks with excellent attention to detail.
· Ability to create and develop internal processes to suit
· Ability to work independently and with professional discretion
· Ability to work within a team
· Demonstrable strong customer focus, especially across several areas of priority / ability to prioritise conflicting demands
· Working knowledge of financial processes e.g. raising purchase orders and invoices
· Ability to act as first line when dealing with financial queries related to purchase orders and invoices
· Excellent interpersonal and networking skills, with proven ability to quickly develop and foster positive relationships with a broad range of contacts both internal and external 
· Agility to adapt to situations and embrace change as role model
· Substantial experience of systems, analysing data e.g. office, spreadsheets, interest in social care and demonstrable ability to prepare formal presentations and use software for communications and analysis
· Demonstrable ability to maximise and develop the use of Information Technology systems for monitoring and managing progress, and to develop and improve systems to add value to the Market Support Service
· Ability to learn new software as utilised by the County Council and appropriate to the successful discharge of duties e.g. ContrOCC, LAS, PowerBI and PhotoSymbols
· Clear, concise and assertive communication skills, both oral and written 
· The ability to deliver a consistently high-quality service which meets the needs of customers
· Knowledge of GDPR and the Data Protection Act and the requirements and expectations of working in a confidential environment 
· Detailed knowledge of project management skills – knowledge of methods and techniques

QUALIFICATIONS/TRAINING & DEVELOPMENT:

It is essential that the post holder has:
· Level 5 qualification or equivalent compensatory experience 
· Demonstrable commitment to Continuous Professional Development (CPD)

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.



Author: Rebecca Wassell					Date: 7th September 2023
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