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OLDHAM COUNCIL

JOB DESCRIPTION

	Job Title: 

	Planning and Commissioning Officer

	Directorate:  
	Health and Wellbeing
	Division/Section: 

	Safeguarding and Partnerships

	Grade:  

	6
	JE Reference:
	9084


	Job Purpose:
To support planning and commissioning managers in ensuring that services are strategically relevant, meet identified needs and agreed outcomes, achieve performance targets and are high quality and cost effective.

To ensure that services are driven by evidenced needs and analyses and that service delivery meets the needs of, and improve outcomes for service users.

To undertake commissioning tasks as determined by managers in the Council.



	Key Tasks:
1. To lead and contribute to the development and production of commissioning strategies and projects that are being coordinated and written by Planning and Commissioning Managers and others. 

2. To lead and contribute to the strategic development of services, working closely with key colleagues within commissioning teams and others such as procurement and area/neighbourhood services managers.

3. To promote and facilitate the involvement of service users in the commissioning cycle i.e. influencing the design and delivery of services and in procurement and contract monitoring processes.

4. To develop service specifications for new and existing services

5. Monitoring of appropriate budgets and contracts using relevant financial and procurement procedures and processes. 
6. To support managers in devising and implementing performance and quality management frameworks; appraising services and makes recommendations in relation to their strategic relevance, quality, performance and value for money.

7. To identify and take forward opportunities for joint working and innovation, in liaison with the service users, providers and other agencies.

8. To work with providers to ensure that services are accessible and appropriate.

9. To work with relevant colleagues to devise and agree action plans with providers that facilitates continuous improvement in practice and service delivery, and to monitor implementation.

10. To attend meetings and present information as required e.g. strategic groups, meetings with providers, other commissioners, service user forums, consultation events, etc..
11. To work with and strategically support senior managers and any relevant multi-agency partnerships in the drive for outcomes and joined up and co-ordinated services.

12. T work collaboratively with other council and health functions (for example performance, policy, communications, procurement) to ensure the achievement of agreed priorities and goals

13. To maintain effective knowledge of policy, legislative and research developments within central and local government and NHS in respect of partnership working.

           


	Standard Duties:

1. To actively promote the equalities and diversity agenda in the workplace and in service delivery.

2. To uphold and implement policies and procedures of the Council and Directorate including customer care, data protection, ICT, finance and health and safety policies.

3. To undertake continuous professional development and to be aware of new developments, legislation, initiatives, guidelines, policies and procedures as appropriate to the role. 

4. Undertake any additional duties commensurate with the level of the post.




	Contacts:
Service users

External agencies and providers

Internal agencies

Government departments



	Relationship To Other Posts In The Department:

Responsible to:  Senior Planning and Commissioning Manager
Responsible for: n/a



	Special Conditions:

· DBS Disclosure - yes
· Car User Allowance - casual



	
	DATE
	NAME
	POST TITLE

	Prepared
	6 Sept 12
	M Bradley
	AAD Integrated Commissioning

	Reviewed
	8 Dec 16
	T Harrison
	Senior Planning and Commissioning Manager

	Reviewed
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PERSON SPECIFICATION

Job Title:  

	
	Selection criteria 

(Essential)
	Selection criteria 

(Desirable)


	How Assessed

	Education & Qualifications


	Evidence of continued professional development
Educated to graduate level and/or equivalent and able to demonstrate substantial experience in partnership or multi agency working

Excellent standard of literacy and numeracy
	Relevant professional or managerial qualification
Prince 2

EDCL qualification or relevant experience

Professional qualification in health, social care, children’s services

	Application form
Application form

Application form

	Experience


	Considerable experience of working across a range of complex, multi-disciplinary and culturally diverse organisations supporting the planning, commissioning and/or delivering for vulnerable children/adults

Experience of planning new services

Experience of project management

Experience of devising and delivering presentations

Experience and knowledge of financial policies and procedures

Experience of supporting, servicing and coordinating partnership boards, senior level meetings

Experience of supporting the development of performance monitoring frameworks and monitoring targets and outcomes effectively
	Experience of dealing with elected members 
Ability to organise and deliver engagement activities such as workshops, surveys, focus groups etc.
	Application form
Interview

Application form 

Interview

Application form

Interview

Application form 

Interview

Application form

Interview

	Skills & Abilities


	Ability to work unsupervised, using initiative to organise own workload and balance competing priorities
Ability to multi-task, working on a variety of projects and delivering to tight timescales, working to different managers

Ability to work flexibly a part of a number of different teams, including multi-agency project teams

Able to work through problems, evaluate risks and provide creative solutions

Effective interpersonal skills to consult, influence and negotiate to produce successful outcomes

Ability to work effectively with a wide range of people and groups at various levels within organisations

Ability to analyses and evaluate complex information and develop strategies from this

Ability to use a range of IT packages to interrogate data, support the effective analysis of data and produce and present information

Excellent written and verbal communication skills and ability to write clear and concise reports and presentations

Good organisational skills and ability to develop/implement new systems and procedures


	
	Application form

Interview
Application form

Interview

Application form

Interview
Application form

Interview
Application form

Interview

Application form

Interview

Application form

Interview

Application form

Interview

Application form

Interview

Application form

Interview



	Knowledge


	Knowledge and understanding of key national policy drivers affecting provison of services for vulnerable children and adults
Knowledge of the key statutory function and regulatory requiremnts of the respective organisations proviing services

Knowledge and understanding of national and local commisioning issues related to the relevant client groups

Knowledge and understanding of performance management and quality assurance techniques

Knowledge and understanding of commissioning/procurement processes and procedures in public sector


	
	Application form

Interview

Application form

Interview

Application form

Interview

Application form

Interview

Application form

Interview



	Work Circumstances


	Able to work flexibly to meet the demands of the service (including evening and weekends as necessary)
Willing to attend training and development in line with Oldham Council appraisal Process
	
	Application form




Abbreviations: AF = Application Form; I = Interview; AC = Assessment Centre; T = Test

P = Presentation; R = References; P = Portfolio
NB. - Any candidate with a disability who meets the essential criteria will be guaranteed an interview
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