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Quality Assurance and Contracts Support Officer
	Salary:
	£34,434-£36,363

	Pay Band:
	NNCBAND05– pay award pending

	Working Hours:
	37 hours per week

	Service Area:
	Children’s Services

	Responsible to:
	Head of Service for Commissioning & Contracts



Main Purpose
The Children’s Commissioning Service is responsible for ensuring that there is an effective range of high-quality, cost-effective services in place to meet the needs of children, young people and their families.

This role will provide professional support to commissioning activity, with a specific focus on supporting the implementation and oversight of the Education Support Services Framework. The postholder will support quality assurance and contract monitoring processes, ensuring that commissioned services meet contractual, statutory and performance requirements.

The role will contribute to strengthening oversight of providers by gathering and analysing data, monitoring key performance indicators (KPIs), identifying trends, and escalating any concerns regarding quality, compliance or performance to commissioning managers.

Role Responsibilities
Key Objectives
To support the effective monitoring of commissioned services, ensuring compliance with contractual requirements and agreed performance standards
To contribute to robust quality assurance processes that support the delivery of high-quality services for children and young people
To support the implementation and monitoring of the Education Support Services Framework
To analyse data and performance information to identify trends, risks and areas for improvement
To support commissioning managers in ensuring value for money and effective use of resources
Role Responsibilities
Contract Monitoring & Compliance
Support the monitoring of commissioned providers to ensure services are delivered in line with contracts, service specifications and KPIs
Maintain accurate records of contract performance, compliance activity and provider information
Review provider performance returns and documentation to ensure contractual obligations are met
Identify areas of non-compliance and escalate to commissioning managers as appropriate
Quality Assurance
Support the delivery of quality assurance processes, including audits, reviews and monitoring activity
Assist in gathering and collating information from a range of sources to support quality assessments
Contribute to identifying themes, trends and areas for improvement in service delivery
Support the monitoring of action plans to address identified issues
Data Analysis & Reporting
Gather, collate and analyse data relating to commissioned services, including performance, cost and outcomes
Produce reports, summaries and other outputs to support commissioning and management oversight
Ensure data is accurate, timely and supports decision-making processes
Education Support Services Framework
Support the implementation and ongoing monitoring of the Education Support Services Framework
Track provider performance against agreed KPIs and outcomes
Assist in ensuring consistency in contract monitoring and governance processes
Support the effective operation of framework arrangements
Stakeholder & Provider Liaison
Liaise with providers to obtain information, clarify performance issues and support compliance
Develop and maintain positive working relationships with internal colleagues and external stakeholders
Support communication of standards, expectations and requirements to providers
Risk & Escalation
Identify risks relating to quality, safeguarding, compliance or financial performance
Escalate issues appropriately in line with agreed processes
Support follow-up actions and monitoring of identified risks
General Commissioning Support
Provide day-to-day support to commissioning managers across a range of commissioning and contract management activities
Support administrative and process requirements associated with procurement and contracting activity
Contribute to the development and improvement of systems and processes for contract monitoring and quality assurance
Carry out any other duties which fall within the broad spirit, scope and purpose of this job description and which are commensurate with the grade of the post.




Carry out any other duties which fall within the broad spirit, scope and purpose of this job description and which are commensurate with the grade of the post.

Safeguarding Commitment
We are committed to safeguarding and promoting the welfare of children and young people/vulnerable adults. We require you to understand and demonstrate this commitment.

Person Specification – Quality Assurance and Contracts Support Officer
	ATTRIBUTES
	ESSENTIAL CRITERIA
	DESIRABLE CRITERIA

	Education and Qualifications
	Good standard of education (e.g. A Levels or equivalent experience).

	Relevant qualification or training in commissioning, quality assurance or data analysis.


	Experience and Knowledge
	Experience of working with data, reports or performance information.

Experience of supporting monitoring, compliance or quality assurance processes.

Understanding of performance monitoring approaches, including KPIs or service standards.

Experience of working with a range of stakeholders.


	Experience in a commissioning, contracts or local authority environment.

Knowledge of Children’s Services, SEND or education provision.

Awareness of procurement or contract management processes.



	Ability and Skills
	Strong analytical skills, with the ability to interpret and present data clearly.

Good organisational skills and ability to manage competing priorities.

Effective written and verbal communication skills.

Ability to identify issues and escalate appropriately.

Ability to work independently and as part of a team.
	Ability to contribute to process improvement or service development.

Experience of producing reports or performance dashboards.


	Equal opportunities
	Ability to demonstrate awareness/understanding of equal opportunities and other people’s behaviour, physical, social and welfare needs.
	



Equal Opportunities
Ability to demonstrate awareness/understanding of equal opportunities and other people’s behaviour, physical, social and welfare needs.

Safeguarding
Demonstrate an understanding of the safe working practices that apply to this role.
Ability to work in a way that promotes the safety and well-being of children and young people/vulnerable adults.

Health & Safety
Ensure that reasonable care is taken at all times for the health, safety and welfare of yourself and other persons, and to comply with the policies and procedures relating to health and safety within the department.

Disclosure Level
	What disclosure level is required for this post?

	☐ None	☐ Standard	☐ Enhanced	☒ Enhanced with barred list checks


Our Values and Behaviours
Our values define who we are and how we operate, by forming the foundation for how we interact with our customers, colleagues and provide our services. They are also at the forefront of our decision making and delivery and include:
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Our Key Commitments
Our key commitments help ensure that the priorities we make, now and in the future, maintain the necessary breadth of focus in those areas that we believe matter most.

Our key commitments are:

· Active, fulfilled lives: We will help people live healthier, more active, independent and fulfilled lives.
· Better, brighter futures: We will care for our young people, providing them with a high-quality education and opportunities to help them flourish.
· Safe and thriving places: We will enable a thriving and successful economy that shapes great places to live, learn, work and visit.
· Green, sustainable environment: We will take a lead on improving the green environment, making the area more sustainable for generations to come.
· Connected communities: We will ensure our communities are connected with one another, so they are able to shape their lives and the areas where they live.
· Modern public services: We will provide efficient, effective and affordable services that make a real difference to all our local communities.



Why choose us?
We offer a fantastic working environment including diverse and active staff networks, great flexible working opportunities and well as many other benefits, you will:

· Receive a generous annual leave allowance.
· Have access to our Employee Assistance Programme which offers a confidential service for employees and their families 24 hours a day / 7 days a week. The programme provides expert advice and counselling in areas such as finances, family and personal problems, work issues, health related problems, childcare and consumer rights.
· Join the Local Government Pension Scheme (LGPS), which is a tax approved occupational pension scheme with a generous employer contribution rate, immediate life cover and ill-health protection. Benefits are based on the length of your membership and final salary.

We are proud to be a recognised Disability Confident Employer and is committed to providing an inclusive recruitment process and will offer an interview to disabled applicants who meet the essential criteria for the role.
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Embrace and live the Council's values
+  Listen to and value the contributions of others

Respectful +  Shareideas and feedback at all levels
Promote diversity and inclusivity

Act with honesty and integrity
Build effective relationships

Do what you say you're going to do
Be open and transparent

Trustworthy
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