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	Job title:
	Contracts Officer
	Service area:
	Travel to School

	Reports to:
	Contracts, Compliance and Finance Team Leader
	Section:
	Place and Economy  / Highways

	Date:
	July 2026
	Authority:
	North Northamptonshire
Council


1.	Purpose of job


· The role is responsible for awarding and maintaining the individual transport contracts that are awarded to transport operators via the ADAM DPS system.

· The role is responsible for dealing with transport operators when contract failures have been identified

· The role will manage and develop appropriate relationships with transport operators
	2.	Job context


The T2S team is located within the Place and Economy directorate, benefiting from its close operational ties with the Highways section. This positioning supports efficient service delivery and strategic alignment within wider council infrastructure planning.

The T2S team provides daily transport services for approximately 1500 children with SEND and 4000 mainstream children (those who attend non-SEND school settings) to their school settings.

The role will be responsible for managing a large number of contracts for Travel to School transport.


The Contract Officer plays a pivotal role in supporting the council’s strategic objectives, which are: 
· Active, fulfilled lives – by enabling access to education through sustainable transport solutions such as walking, cycling, and public transport.
· Better, brighter futures – by ensuring safe and effective transport for children and young people eligible for assistance.
· Safe and thriving places – by fostering relationships with service providers and stakeholders to support economic development and community wellbeing.
· Green, sustainable environment – by working with providers to optimise routes, reduce carbon emissions, and promote environmentally friendly transport options.
· Connected communities – by supporting public transport access to education and services.
· Modern public services – by delivering efficient, effective, and affordable transport services that make a meaningful difference to service users and local communities
3.	Main Accountabilities


The role:

· Reports directly to the Team Leader of Contracts, Compliance and Finance.

· Will review offers received for tendered contracts.

· Will award contracts based upon a pre-determined set of policies and procedures to ensure that the T2S service is meeting its statutory responsibilities.

· Will manage active contracts on a day to day basis ensuring that all and any required changes are made promptly and accurately.

· Will work closely with third party transport operators to develop professional and appropriate relationships.

· Will work closely with the T2S Compliance team to manage contracts that are in default, according to a prescribed set of processes.

· Will handle all data in accordance with General Data Protection Regulations and within NNC policies.

	4.
	Knowledge, experience and training



Essential Skills 
· Passes in GCSE English Language and Math’s. 
· Experience that is relevant to the job role, either from an external, commercial environment or from within a Local Authority.
· Ability to review data and identify areas that require further interrogation or investigation.
· Familiarity with GDPR principles and their application in managing the most sensitive data. 
· Demonstrate a dedication to safeguarding and promoting the welfare of children, young people, and vulnerable adults, with demonstrable knowledge of safeguarding in practice. 
· Ability to maintain high levels of personal performance under challenging conditions, the ability to manage personal time effectively and prioritise tasks. Demonstrable high quality communication and interpersonal skills.
· Ability to communicate effectively with people at a range of levels including service users and transport operators. 
· Strategic thinking and problem-solving skills, with the ability to identify and implement innovative solutions. 
· Ability to influence and challenge others to achieve best outcomes for the service. 
 
Desirable Skills 
· Passes at A level standard or equivalent
· Evidence of commitment to personal development.
· Knowledge of North Northamptonshire Council (NNC) transport policies and statutory obligations. 
· Ability to translate policy guidance and statutory regulations into compliant business procedures and processes. 
· Knowledge of the content and cycle of pupil transport. 
· Experience of working within a policy framework and making decisions supported by policy guidance. 
· Experience of working within Local Government or other public sector organisations. 
· Familiarity with Local Authority procurement and finance regulations and processes. 
· Training or experience in conflict resolution or public engagement, especially in high-pressure or contentious service delivery settings. 
Person Specification

	Attributes
	Essential criteria
	Desirable criteria

	Education, Qualifications and Training
	GCSE English and Maths


	A level qualification or equivalent



	Experience and Knowledge
	Experience that is relevant to the job role, either from an external, commercial environment or from within a Local Authority.

Experience of 3rd party relationship management in a contract environment.

Experience of working with Microsoft Office, including Excel, Word, Outlook and Teams 

	Experience of working within a policy framework and making decisions supported by policy guidance. 

Experience of working within Local Government or other public sector organisations. 

Knowledge of North Northamptonshire Council (NNC) transport policies and statutory obligations in respect of Travel to School responsibilities 

Knowledge of the content and cycle of pupil transport. 


	Ability and Skills
	Ability to maintain high levels of personal performance under challenging conditions, the ability to manage personal time effectively and prioritise tasks. 

Demonstrable high quality communication and interpersonal skills.

Ability to communicate effectively with people at a range of levels including service users and transport operators. 

Strategic thinking and problem-solving skills, with the ability to identify and implement innovative solutions. 

Ability to influence and challenge others to achieve best outcomes for the service. 
	Ability to translate policy guidance and statutory regulations into compliant business procedures and processes. 


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

	Additional Factors
	Familiarity with GDPR principles and their application in managing the most sensitive data. 

Demonstrate an understanding and dedication to safeguarding and promoting the welfare of children, young people, and vulnerable adults, with demonstrable knowledge of safeguarding in practice. 

Demonstrate problem-solving skills, with the ability to identify and implement innovative solutions. 
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