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	DIRECTORATE: Children’s Services

	JOB TITLE: Information and Monitoring Officer 

Integrated Commissioning Unit

	GRADE: Grade 3A SCP 26-29
	POST REF NO:
	LOCATION: Unity House

	

	NOTE TO APPLICANTS:  Whilst all criterion 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.


	Knowledge and ability to set up and use various computer software systems in order to evidence outcomes and monitor spend
	Practical test at interview

	2.


	The ability to gather information from a range of sources and analyse and present in a logical format, identifying areas for improvement
	Practical test at interview

	3.


	Good communication (written and verbal) and inter-personal skills with the ability to liaise with providers, colleagues and senior management employed by Salford City Council and their partner commissioners. 
	Interview



	4.


	Effective organisational skills including a methodical, analytical approach to work with an understanding of the need for attention to detail
	Interview

	5.
	The ability to communicate complex information clearly and concisely both verbally and in written form
	Practical test at Interview

	6.


	Ability to work under pressure and to be able to prioritise, meet deadlines and targets while maintaining accuracy and attention to detail
	Interview

	7.
	Ability to manage change
	Interview

	8.
	The ability to maintain clear, concise and accurate recording in both computerised and manual systems


	Interview

	9.
	To work as part of a team as well as alone and an ability to use initiative and to deploy negotiating skills and challenge where necessary
	Interview

	10.
	Ability to write reports and take accurate minutes at meetings
	Practical test at interview

	11.
	This post requires you to travel within the City and around the Greater Manchester area on a regular basis. You must have a driving licence valid in the UK or satisfy the Council that you can make acceptable alternative arrangements.
	Interview


	DESIRABLE

CRITERIA
	NECESSARY REQUIREMENTS – SKILLS, KNOWLEDGE, EXPERIENCE ETC
	*M.O.A.

	1.
	Significant experience of working within a contract related function including an appreciation of appropriate monitoring procedures
	Interview

	2.
	Experience and knowledge of compliance monitoring/quality assurance techniques in relation to the contracting situation
	Interview

	3.
	Experience of building and maintaining constructive relationships with the private and voluntary sector
	Interview


	COMPLETED BY
	DATE
	APPROVED BY
	DATE

	
	
	
	


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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