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Job Description
	Job Title: Contracts Monitoring Officer

	POSCODE:

	Grade: SO2


Overall purpose of the job
The postholder will implement and report back on contract management activities, ensuring strong relationships with providers support the Authority’s focus on risk management and value for money. The post will carry out tasks such as checking compliance, updating records, and highlighting any issues or risks.

They will work directly with providers, following set procedures to resolve queries and support high standards of service delivery. The postholder will communicate clearly with colleagues and providers, ensuring everyone understands expectations and outcomes.

The postholder will be responsible for sharing information with supervisors, helping to maintain quality and ensure Authority services deliver positive results for people in the community.

The postholder will support deputising for their immediate manager from time to time.

Main accountabilities
Please list the accountabilities in descending order of priority. Please include 6-9 accountabilities. 
	[bookmark: _Hlk209126062]
	Main accountabilities

	1. 
	People and Partners
· The postholder will monitor the delivery of contracted services for adults, ensuring individual needs are met in line with the Council's standards and  meet statutory requirements.
· The postholder will maintain effective communication with providers (visit based and on-line), implementing processes to resolve service issues and support positive outcomes for people with lived experience.
· The postholder will report on customer-facing risks, such as service delivery problems or feedback from people with lived experience, ensuring swift resolution and continuous service improvement.

	2. 
	Internal Process
· The postholder will implement risk management measures as directed, ensuring all contract activities comply with Authority policies and procedures.
· The postholder will use established systems and contract monitoring tools to monitor contract performance, reporting issues and supporting quality improvement initiatives as required.
· The postholder will implement service improvement plans under supervision, ensuring risks to individuals and financial consequences are identified and communicated.

	3. 
	Finance and Resources
· The postholder will support financial controls in place regarding contract delivery, ensuring value for money and compliance with Council guidelines.
· The postholder will report on resource usage and financial performance to managers and colleagues, highlighting issues or opportunities for improvement.
· The postholder will use financial data to support contract work, reporting back on trends and supporting cost-effective practices.


	4. 
	Learning and Growth
· The postholder will complete required learning activities, including training and benchmarking with other organisations, ensuring personal development and to ensure effective and informed contract monitoring activities.
· The postholder will report back on lessons learned from incidents, contract outcomes or market intelligence, supporting team and organisational improvement and to inform the development of commissioning strategies.
· The postholder will participate and/or organise partnership working, networking and knowledge-sharing activities with colleagues and providers, contributing to a learning environment within the Authority and provider services.

	5. 
 
	Demonstrate an awareness and understanding of equality, diversity, and inclusion.   

	6. 
	Ability to contribute to our commitment of becoming a Net Zero organisation by 2030. 

	7. 
	Safeguarding commitment (Include for roles involving work with children/vulnerable adults) 
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. 

	8.
	Carry out other reasonable tasks, from time to time, as directed by the Head of Service



Person Specification
Qualifications, knowledge, skills, and experience
Minimum level of qualifications required for this job.
	Qualifications Required
	Subject
	Essential/
Desirable

	NVQ level 3, HNC or equivalent qualification 
	Business, or any other relevant field
	Essential

	Relevant professional qualification 
	Health, Social Care, IT, Marketing
	Desirable


Minimum levels of knowledge, skills and experience required for this job.
	Identify 
	Describe
	Essential/
Desirable

	Knowledge
	People and performance
· Understanding of setting performance goals and monitoring outcomes
· Knowledge of management of time, and deadlines to manage pressure and support self and others to thrive.
· Knowledge in how to engage collaboratively with external organisations.

Leadership and strategy
· Basic grasp of data, insight, intelligence, and presentational methods to shape future-facing commissioning strategies 
· Basic knowledge of contract management, and care markets 
· Awareness of continuous improvement methods and change management principles

Programme and resource management
· Basic understanding of project delivery processes, stakeholder communication and basic resource coordination
· Basic understanding of performance and benefit realisation tracking
· Strong understanding of risk management ability to hold and escalate key risks within agreed frameworks.

Technical
· Basic knowledge of commercial and contract frameworks,and social care statutory duties
· Awareness of social value principles, whole-community outcomes, and contract’s role in driving local economic growth.
· Awareness of how to apply co-production methods to ensure robust engagement in the development of commissioning plans and market shaping activities
· Understanding of digital and technological innovations that can transform commissioning practice and service delivery.
· Understanding of how to deliver better supplier relationships.
	

Essential

Essential

Essential


Essential

Desirable

Desirable



Essential

Desirable

Essential




Essential

Desirable

Desirable

Desirable

Desirable




	Skills and Behaviours
	People and performance
· Ability to build strong relationships with providers, partners, internal teams, external teams, and stakeholders to deliver organisational objectives and shared commissioning priorities 
· Basic skill facilitating co-production and stakeholder engagement to shape services effectively
· Basic skill in influencing, negotiation, and advocacy skills, with the ability to influence managers to secure buy-in for commissioning proposals and strategic initiatives 
· Skilled in presenting detailed information, risks, and recommendations in a compelling way to managers, and diverse audiences.

Leadership and strategy
· Clear written and verbal communication skills, able to adapt to different audiences
· Ability to prepare reports, briefing and documentation to support commissioning activities
· Works in a transparent manner consistent with the organisations policies and procedure  

Programme and resource management
· Ability to coordinate tasks within a project, monitor progress and support resource use
· Ability to identify and mitigate risks with guidance and escalate appropriately

Technical
· Able to collect, record and report contract data accurately; proficiency in using IT systems and software
· Able to create and maintain accurate data, documentation, and reports
· Effectively communicate information and insights, making it easy for different audiences to understand
· Proficiency in research and analysis to identify needs and requirements, providing basic input to commissioning solutions
· Ability to monitor and communicate project information thoroughly and accurately to facilitate effective decision-making by stakeholders
· Ability to undertake financial monitoring and contribute to resource allocation processes
· Support contract reviews, monitoring activities, and reporting.
· Ability to transfer knowledge to peers and share best practice
	
Essential

Essential
Desirable

Desirable



Essential
Essential
Essential


Essential
Essential



Essential
Desirable
Essential


Essential
Essential
Essential
Essential
Desirable


	Experience
	People and performance
· Creation of dashboards and data reports to support insight and analysis
· Experience of supporting delivery of projects and commissioning activities, working with others to deliver shared objectives

Leadership and strategy
· Experience in data gathering, analysis and benchmarking to produce insights
· Experience of monitoring progress, performance and benefit realisation
· Experience of contributing to pricing reviews, financial checks, or performance monitoring

Project and resource management
· Experience of leading small-scale projects
· Experience in preparing and maintaining data, documentation, reports, and compliance records.
	
Essential
Desirable


Essential

Desirable
Desirable


Essential
Essential


	Equality, Diversity, and Inclusion (applies to all roles). 
	Ability to demonstrate awareness and understanding of equality, diversity, and inclusion and how this applies to this role. 
	Essential 

	Net Zero (applies to all roles). 
	Ability to contribute towards our commitment of becoming a net zero organisation. 
	Essential 

	Safeguarding (applies to all roles working with children/vulnerable adults) 
	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. 
	Essential  

	General
	A general knowledge of local government and local health ways of working
Ability to travel to various offices, care provider sites, and/or other venues across the county as required by job demands
Ability to use MS Office tools enable effective work
Experience of working in a high intensity work environment
Experience of working in an environment where continuous improvement is the norm
	Essential 


Disclosure level
	What disclosure level is required for this post?
	None
	Standard

	
	Enhanced
	Enhanced with barred list checks



Work type
	What work type does this role fit into? (tick one box that reflects the main work type, the default work type is hybrid)
	Fixed	
	Hybrid	
x
	Field
	Remote
	Mobile
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