

	Post No:
	POST00003823

	Post Title:
	Commissioning Team Support Officer

	Directorate:
	Chief Executives

	Division:
	Strategy

	Section:
	Corporate Delivery Unit

	Reports To:
	Market Review and Development Lead

	Location:
	Bickerstaffe House

	DBS Status:
	Basic Check

	Grade:
	Grade E



	Role Purpose

	To provide support across the Commissioning Team for activities undertaken across all aspects of the commissioning cycle, including market review and development, contract monitoring, quality monitoring and brokerage services.  



	
Main Duties and Responsibilities

	· To support with the tender process and ongoing contract management.
· To support market review activity including desk top research, conducting engagement exercises (both online and face to face), producing reports and presenting findings to clients. 
· To support the development of Market Position Statements.
· To support the commissioning aspect of governance activity, including improvement plans and inspections.
· To co-ordinate and disseminate Adult Social Care Supported Accommodation data and activity.
· To support co-production activity within the commissioning cycle.  
· To organise, co-ordinate and participate in meetings/engagement sessions/events/forums as required.
· To provide general administrative support to the Commissioning Team including taking minutes at a range of meetings/events/forums. 
· To input, update and access database and IT systems.
· To monitor and co-ordinate the response to enquiries, including Freedom of Information requests.



	Qualifications
	Essential or Desirable 
	E/D

	· Level 3 qualification, e.g. A-levels, NVQ 3 or equivalent qualification.
· Degree in a social science discipline or a degree in a similar subject.
· Recognised professional qualification in project management.
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	Knowledge, Skills and Experience 

Required
	Essential or Desirable 
	E/D

	Knowledge
· Considerable knowledge of desktop and in person research techniques.
· Considerable knowledge of effective project management techniques and skills

Skills
· Ability to work effectively as part of a team and to show individual initiative. 
· Ability to meet deadlines and have a flexible approach to work tasks.
· Ability to produce accurate minutes/summary notes following meetings/engagement sessions.
· Ability to conduct desktop and in person research and report back on findings.
· Ability to be diplomatic and tactful, and assertive when appropriate.
· Good interpersonal and communication skills with the ability to establish positive relationships with a wide range of stakeholders, including those working in a senior position.
· Analytical skills for monitoring and analysis of data, reports or budgets.  
· Good ICT skills.

Experience
· Considerable experience of desktop and in person research.
· Considerable experience of team working, within a busy environment.
· Considerable experience of working in a role which requires interaction and communication with a wide variety of people, both in person and via phone/email.
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	Vision and Values

	Blackpool Council's new Council Plan outlines what our vision and priorities will be during from 2024 to 2027.
This plan continues to develop Blackpool into a more rounded place, proud of its status as the holiday choice of millions, but with many more strings to our bow than the tourism economy. By building on our strengths and nurturing emerging specialities, we are starting to see the development of a diverse, resilient economy, with a variety of opportunities to suit workers of all skill levels, which both attracts staff and provides further opportunity for them to stay locally as their career develops.
This is the central purpose of our work. Supporting communities without providing opportunities for growth does them a disservice, and a diverse economy is crucial to strengthening our collective sense of place and worth. From large scale projects to small scale changes, intensive engagement to signposting options, this plan also aims to ensure that the council is aware enough of how it can make a tangible difference to people’s lives, and is in a strong enough position to deliver it
Our vision for Blackpool is that we will:
Retain our position as the UK's number one family resort, with a thriving economy that supports a happy and healthy community who are proud of this unique town.
Our Priorities
We have two priorities:
· Priority one - Communities: Creating stronger communities and increasing resilience.
· Priority two - The Economy: Maximising growth and opportunity across Blackpool.
Our Values
We aim to:
· Deliver quality 
· Be fair 
· Be accountable 
· Be compassionate 
· Be trustworthy 



	Equal Opportunities: 
We do our utmost to ensure that here is no unjustified discrimination in the recruitment, retention, training and development of staff on the basis of their age, sexuality, religion or belief, race, gender or disabilities.
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