Job Description and Person Specification
Job details
Job title:  Contract Officer	
Grade:
Reports to: Transport Delivery Team Lead
Responsible for: n/a
Directorate and Service area: Place and Economy; Highways and Waste; Home to School Transport Team
Purpose of the job (why the job exists)

The Contract Officer is responsible for commissioning and delivering the Home to School Transport Service through a range of Providers and maintaining accurate records of provision and contracts.
Principal responsibilities (please make these concise and ideally no more than 8)
1. Working collaboratively with providers, colleagues and other stakeholders, devising and implementing procedures that are fit for purpose and that will deliver a high quality and safe transport service for vulnerable children and SEND children and adults across the service. 
2. Maintain accurate records and monitor performance against budgets to ensure effective monthly forecasting, ensuring that physical resources are allocated effectively. Preparing and reporting on performance and costs to enable the delivery and implementation of services in accordance with agreed standards, targets and expectations, Ensure all stakeholders receive the best service within available resources and budget. 
3. Identify and implement opportunities within the service to improve the quality of transport provision and deliver budget savings including identifying invest to save opportunities.
4. Analyse financial and other reports to gain insights into how to improve performance, maximise growth, and manage demand increases of the service both internally and with external suppliers, staff and resources. Monitor, challenge and implement Route Variations to ensure VFM in line with the council’s policies 
5. Maintain sustainable and productive relationships with all stakeholders including passengers, parents and carers, other professional agencies, and providers in a pressurised environment. 
6. Undertake regular and ad hoc contract meetings ensuring KPI’s and deadlines are met, and ensuring that all contract issues are resolved, or escalated as appropriate. 
7. Identify service issues and problem solve unexpected situations  and complaints  that may arise from day-to-day service delivery. Implement a cycle of continual improvement that is informed by feedback from key stakeholders and service users. Ensure that complaint responses are timely and that the learning from complaints informs service development. 
8. To actively support the procurement/commissioning function, including the evaluation of tenders and input into contract specifications. Work jointly with colleagues to analyse service delivery to plan and implement improvements. 
General responsibilities applicable to all jobs
1. Demonstrate awareness/understanding of equal opportunities and other people’s behavioural, physical, social and welfare needs.
2. Comply with the Council’s policies and procedures including (but not limited to) safeguarding, financial regulations, promotion of equalities, customer care, agreed audit actions and health and safety (ensuring that reasonable care is taken at all times for the health, safety and welfare of yourself and other persons).
3. 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.
This job description reflects the major tasks to be carried out by the post holder and identifies a level of responsibility at which they will be required to work.  In the interests of effective working, the major tasks may be reviewed from time to time to reflect changing needs and circumstances. Such reviews and any consequential changes will be carried out in consultation with the post holder.
Special features of the post
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If there are any other special features of the job that need to be in the job description, please indicate them here.
Person Specification

	Attributes
	Essential criteria
	Desirable criteria

	Education, Qualifications and Training
	Good Standard of education, to at least GCSE level, especially in English and Maths


	Relevant transport qualification e.g. Level 3 in Transport and Logistics (ATCO Certificate)


	Experience and Knowledge
	Previous experience of contract management function in a multiple provider environment.

Previous experience of stakeholder and relationship management in a contract management environment,

Experience of working in and/or developing a customer focused culture.

Experience of working with Microsoft Office, including Teams 

	An understanding of budget management, procurement and tendering processes.

Experience or knowledge of logistical / route planning packages.

An understanding of SEND, Children’s Services, Adults Social Care, Local Authority transport provision. 

Experience or knowledge of working with databases

	Ability and Skills
	Ability to write, analyse and interpret detailed/complex reports from various data sources, and to explain/present to appropriate audiences.

Attention to detail and ability to maintain accurate data

	

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

	Additional Factors
	
	



image1.jpeg
Y /o North
.A Northamptonshire

——— COUNCIl




