TAMESIDE METROPOLITAN BOROUGH COUNCIL
JOB DESCRIPTION

SERVICE:


COMMUNITIES, CHILDREN’S, ADULTS AND HEALTH
POST:



PLACEMENT OFFICER
SALARY:


 

RESPONSIBLE TO:
TEAM MANAGER BROKERAGE AND MONITORING
POST OBJECTIVES:
To work with Adult and Children’s Services to source suitable placements for adults, children and young people largely out of borough, and work to supporting all individuals to return to the borough in the most independent setting possible as and when it is appropriate to do so.

To work with a range of stakeholders across Adult and Children’s Services to develop and implement a coherent approach to commissioning for improving outcomes for adults, children and young people.


To assist in the formulating the departments’ future commissioning strategy in line with central government priorities whilst taking into account local need.

To develop service specifications, service level agreements and contracts in accordance with best practice, procurement standing orders, government guidance and legislation.


To research national and local context to support the development of commissioning plans and service specifications.


To improve service delivery, quality and performance through the application of robust commissioning processes.

Main duties and responsibilities

1. To work with Adult and Children’s Services to source suitable placements for adults, children and young people largely out of borough.

2. To work with all placements out of borough with a view to identify a return to the borough in the most independent setting possible for all adults, children and young people as and when it is appropriate to do so.

3. To assist in the formulation of the Service’s Commissioning Strategy in conjunction with relevant officers.

4. To be responsible for supporting/undertaking the necessary commissioning action including needs assessments, service specifications and contracts in order to implement strategy

5. To develop and performance manage relevant contracts and service level agreements to ensure that the services are delivered to the required specification and that monitoring arrangements are fully documented.

6. To assist service planning using a range of client based and other relevant data; to assist in the formation and production of the departments and other joint planning documents.

7. To co-ordinate and lead the work of commissioning project teams

8. To assist Adults and Children’s Services in all aspects of planning, commissioning and de-commissioning individual care placements.
9. To work proactively with the private and voluntary sectors and to assist them in responding to the needs identified by the Service.
10. Provide and facilitate the necessary technical advice to managers and staff in order to ensure compliance with the Council’s policies, financial regulations and Standing Orders relating to the procurement process.
11. To be responsible for developing service specification and service level agreements in relation to the needs of particular user groups and to assist in the evaluation of existing and alternative provision as it relates to particular user groups.

12. To ensuring contract compliance is achieved and to advise managers and staff in relation to their role; to take the necessary steps (in conjunction with the Borough Solicitor) to terminate contracts and make alternative arrangements as appropriate

13. To collect a range of date regarding service user need and link with relevant guidance and legislation that will inform specific needs assessments and service redesign priorities.

14. To undertake the preparation of written reports for Adult and Children’s Services Managers, the Borough Solicitor and the Borough Treasurer.

15. Liaise with the corporate procurement team and procurement champions function to ensure the currency of the corporate contracts register and approved provider lists.

16. To take a lead for specific commissioning activity as identified by the Heads of Service – Assessment and Care Management, Adult Services and Looked After Children.

17. To undertake any other duties and responsibilities as are commensurate with the nature and level of the post.

TAMESIDE METROPOLITAN BOROUGH COUNCIL

COMMUNITIES, CHILDREN’S, ADULTS AND HEALTH 

PERSON SPECIFICATION

Section: Joint Commissioning and Performance Management Team
Post: Placement Officer
Personal Requirements of a Successful Potholder



Category

1.
Educational Standard/Qualification/membership of


Professional Institutions (indicate grade)


Relevant Professional or Managerial Qualification




D
Professional or vocational qualification required for service area 

(Social Work Degree/DipSW)






D
2. 
Specialised Training

Word Processing Training







D


Excel Spreadsheet Training







D


Research Techniques








D


Commissioning and Contracts Training





D

3.
Experience

Previous experience within Adult Services and/or Services



E


for Children and Young People


Work experience with people from a wide range of backgrounds


D


(including the private/voluntary sector)


Experience of planning and commissioning services



E


Experience of managing multi-agency projects




D

4.
Key Skills

An ability to demonstrate understanding of adults and children’s legislation
E

and a working knowledge of its aims and objectives


An ability to undertake the task of designing services



E
The ability to monitor and report on financial information



E

An ability to manage contracts






D


Understanding of the needs of a wide range of people who may use

E


Services for Adults, Children and Young People, including:-

· People from minority cultural or ethnic backgrounds

· People with learning disabilities

· People with mental health issues

· People with disabilities


An ability to organise one’s own workload and to work to tight deadlines
   
E


A high standard of written and verbal communication skills and the

   
E


ability to present information and findings effectively to all levels of the


organisation and partner agencies including private and voluntary sector


An ability to influence, liaise, consult and negotiate



   
E


Effective organisational and planning skills and the ability to coordinate a 

E


variety of different activities simultaneously


The ability to process and manage information effectively including the 

E

establishment and maintenance of appropriate systems

The ability to take a pro-active approach including initiating work, taking lead 
E

responsibility, working autonomously where appropriate


An ability to work effectively with a wide range of people, including Senior
  
E


Officers, adults, children and families in receipt of services

An understanding of what is involved in quality assurance 


  
E


Analytical and administrative skills in relation to the establishment and
  
D


maintenance of appropriate recording systems


An ability to analyse and evaluate large quantities of information and 
  
E


develop strategies from it

An ability to use Information Technology




   
E
5 Key Knowledge


Knowledge of current legislation in relation to adults and children


E


Knowledge of Council’s Procurement Standing Orders


   
E

Knowledge and understanding of the tasks and processes involved in 

E

managing and designing contracts
Knowledge of a needs led Commissioning approach

           

E


Knowledge of current issues in adults and children’s services at a national

E

level and its implications for practice and service planning


Knowledge of the range of services offered by adults and children’s services
E

6.
Key Aptitudes and Personal Qualities

Organisational ability








E


Ability to work unsupervised and on own initiative




E


Good interpersonal skills







E


Ability to work to deadlines







E


Proactive rather than reactive approach to work




E

For information:

Category

(E) Essential requirement without which the candidate would be unable to carry out the duties of this post.

(D) Desirable Features which would normally enable the successful candidate to perform the duties and tasks better and more efficiently than one who did not have the qualifications, training, experience etc

Placement Officer January 2014

