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Job Description 
	Job Title
	Commissioning Support Officer

	Grade
	Band G

	Reporting To
	
Commissioning Leads

	JD Ref
	


	 
Purpose
Provide support to the Commissioning Team including administration, co-ordination and organisational functions, working with the Commissioning Leads and the Senior Manager for Commissioning. As a member of the Commissioning team, they will work collaboratively with the Contracts Support Officer to deliver a seamless service and provide reciprocal cover for other administrative support functions as required.

Main Duties And Responsibilities
Behavioural: 
· Enjoy, achieve, create impact, and thrive in the role and organisation.
· Live our values in the role and organisation.
Service specific duties & responsibilities:
· Provide effective administrative support, maintain systems and processes to support Contracts activity using a range of electronic and IT systems, including any follow up and alerts processes that may be required
· Provide a range of administrative duties including filing, photocopying, scanning and faxing; collecting and distributing mail and faxes; collecting agendas and minute taking; typing notes and reports up for members of the team; booking meetings and keeping electronic filing up to date
· Keep ContrOCC updated with new and existing providers as and when necessary.
· Ascertain the requirements of personal and telephone callers, to provide information and/or redirect them as necessary.
· Provide office cover for other administrative functions: answering telephone queries and taking messages.
· Assist in the production of statistical management information relevant to the Team and contacts.
· Set up and maintain Contracts meetings schedules, supporting procurement activity and tender processes.
· Support audits and track timescales with lead officers for governance arrangements.
· Support the research function of Contracts, collating as directed by lead officers.
· Arrange for documents to be retrieved from Records Management and to be returned within specified timescales
· Data input to various systems.
· Support with mobilisation plans on new commissions

Communication, Engagement and Training: 
· Liaise and work collaboratively with a range of partners, organisations, stakeholders and individuals who use services. 
· Deliver excellent customer service to all customers of the Council’s services, escalating any issues as required in a timely manner.
· Demonstrate excellent organisational skills, anticipating the support required by the service.
· Liaise with Procurement and Legal Services. 
· Work collaboratively with colleagues in the delivery arm of the Service. 
· Support Commissioning Leads to deliver commissioning functions in a positive and proactive way. 
· Set and co-ordinate stakeholder, consultation and engagement events to support commissioning activities are a key part of the work of the team
Data Analysis and Decision-Making: 
· Provide assistance and support to Commissioning leads to deliver best value and create efficiencies. 
· Comply with resource reporting requirements, and support distribution of information. 
· Support internal audit reviews and return action plans within agreed deadlines.
· Co-ordinate and administer a risk log for the service as directed by commissioning lead officers. 
· Work independently on allocated work, as directed by Commissioning Leads and Senior Manager.
· Demonstrate initiative and proactive working, escalating issues as required.
· Support the continuous improvement of the service, supporting lead officers to do so.
· Support all members of the Commissioning Team in day to day commissioning activity i.e. diary management, event organising, collating data, minute taking and action planning 
· Organise and prioritise own work that meets the tasks within given timescales. 
· Design, resource and coordinating of associated events including Provider workshops
· Collate and distribute performance reporting to support the Commissioning Leads in commissioning activities
Performance Management: 
· Provide information for the Head of Service and Lead Commissioners to support informed decision making. 
· Identify, anticipate and escalate issues appropriately to ensure smooth delivery of commissioning activity.
· Work collaboratively with Internal and External Partners to support the delivery of strategic commissioning activity led by Commissioning Leads, including legal and procurement.
· Contribute to and support all relevant local plans such as i.e. The Council plan 2025, The Healthy Wirral program, NHS long term plan & National initiatives
· Understand and ensure that services are delivered within the strategic framework of the council.
· Work collaboratively with commissioning leads to deliver efficiencies. Page 3 of 4
· Work within organisational resources and restraints, using a best value approach. 
· Set up and maintain systems and processes to support the functions of commissioning activity, working with a range of electronic and IT to do so. 
· Assist with performance and data collection, supporting the production of reports as required. 
· Work with relevant Commissioning/Contract Officers to prepare tender documentation for the Council’s Procurement Portal – The Chest- and monitor and report on progress and outcome.
Compliance: 
· Adhere to and comply with all relevant corporate policies and procedures including Health & Safety, General Data Protection Regulations (GDPR), Corporate Governance and Code of Conduct.
[bookmark: _Hlk142571170]Other: 
· Any other duties commensurate with the grade. 
[bookmark: _Hlk80364490]Role Specific Knowledge, Experience And Skills
Qualifications
· A relevant NVQ Level 3 qualification or equivalent experience
Knowledge & Skills
· Good oral and written communication skills
· Good interpersonal skills with the ability to form relationships with a variety of stakeholders.
· Ability to manage, interpret and support the production of performance and other data
· Excellent IT skills, including ability to fully utilise standard Microsoft Office products. 
· Excellent organisational and administrative skills. 
· Understanding of monitoring systems and the importance of recording information
· Understanding the importance of Data Protection and appropriate storage of information particularly in a Health & Social Care setting 
· Understanding and application of national developments in relation to Health & Social Care and the current challenges 
· Awareness of public sector procurement and tendering processes.
Experience
· Experience of maintaining accurate and up to date records and logs. 
· Experience of organising and effectively managing meetings and events involving third parties for senior management. 
· Experience of managing your own workload and working to deadlines

Desirable 
· Knowledge and experience of fully utilising Council systems.
· Ability to articulate required changes in systems processes and delivery plans. 
· Working in a large and complex organisation
Additional Information 
Ability to travel across the Borough and work from various locations. 
Work hybrid, with a flexible working approach to accommodate service needs.
Expected to work from a fixed location (subject to change).
On occasion, able to work outside traditional hours, of a weekend and evening as required, adopting a flexible working approach in response to business requirements.
The job role holder may be required to undertake other reasonable duties commensurate with the job role descriptor grade as directed by the Head of Service. This job role descriptor will be reviewed regularly and may be subject to amendment or modification at any time after consultation with the post holder. It is not a definitive statement of procedures and tasks, but sets out the main expectations of the Service in relation to the post holder’s responsibilities and duties. Elements of this job role descriptor and changes to it may be amended in light of organisational and service requirements.
Health & Safety Considerations: 
· Lone working
· Work with VDUs (Video Display Unit) (>5hrs per week)
Approved By: Insert name & designation
Date Of Approval: Insert date (only upon final approval)
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