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	Job title
	Grade
	Directorate
	Location

	Commissioning  Officer
Skills & Work Commissioning Unit
	3C
	Children’s Directorate e   
	Salford Civic Centre


Note to manager

In completing this form you are setting the expected standard for the person you need for this job on this occasion.  Once completed, it will help to create your shortlist of candidates and to devise the questions you ask at interview. Please describe the criterion in ways that are both accurate and capable of being tested.  Above all, the requirements must be job related and non-discriminatory. The job description, person specification and advertisement must be consistent. Each of the criteria must be identified under the Essential or Desirable headings. Whilst all criterions are important, those marked Essential must be met before an interview can be offered. (See Section 6 of the Recruitment and Selection Code of Practice for more information on producing a person specification).

Note to applicants

Whilst all criterions below are important, those under the Essential heading are the key requirements. You should pay particular attention to these areas and provide evidence of meeting them. Failure to do so may mean that you will not be invited for interview.
















        

           (*See grid overleaf)

	Essential criteria
	Necessary requirements – skills, knowledge, experience etc.
	* M.O.A.

	1. 
	Proven ability to support the development and maintenance of effective partnerships, processes, and operating plans and controls designed to ensure the effective management of a joint commissioning cycle in an Economic Development or a related field.
	A, I

	2. 
	Proven ability to provide a comprehensive commissioning and procurement support service.
	A, I

	ROLE COMPETENCIES


	

	3. 
	Strategy & Policy Support

· Demonstrate a current knowledge of national, regional, city regional and local policy in relation to employment, skills, welfare reform and family poverty

· Demonstrate a current knowledge of commissioning and joint commissioning policy and practice
	A, I

	4. 
	System / Strategic Commissioning Support

· Ability to support service delivery and development by working with relevant managers to identify appropriate objective success measurements, delivery plans and effective monitoring systems. 

· Demonstrate analytical competence by assimilating complex information, identifying key issues and relationships and making systematic and rational judgements based on relevant information/statistics. 

· Demonstrate an awareness of national, corporate and directorate issues and their implications for service delivery.
	A, I

	5. 
	Service Commissioning Support

· Ability to maintain business awareness by supporting managers to identify and meet customer needs, involve customers in service design, seek and act on feedback and explore innovative approaches to support service needs.

· Ability to support the development of service specifications, contracts, service level agreements and the management of contracted relationships with providers.

· Ability to provide budget management support

· Ability to use Microsoft Office 
	A, I

	6. 
	Building and Maintaining Relationships

· Able to work with people at all levels.

· Actively promote equality by identifying potential for discrimination and seeking to redress inequality in all circumstances.
	A, I

	7. 
	Innovation and Adaptability

· Respond positively to changing circumstances by prioritising effectively under pressure, balancing competing demands and accommodating high expectations.

· Demonstrate resilience and consistency by remaining calm and in control in stressful situations, maintaining effective work behaviours in the face of setbacks or pressure and possessing insight to recognise and acknowledge own stress and impact.
	A, I


	Completed by
	Date
	Approved by
	Date

	Mat Ainsworth

Alison Burnett (Reviewed)
	October 2009

August 2019
	
	


Method of assessment (* M.O.A.)

A = Application form,    C = Certificate,    E = Exercise,    I = Interview,    P = Presentation,    T = Test,    AC = Assessment centre
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