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CHILDREN’S SERVICES 

JOB DESCRIPTION

POST TITLE:		Commissioning Support and Innovation Officer

GRADE:			Band 6

RESPONSIBLE TO:	Senior Commissioning and Quality Officer

RESPONSIBLE FOR:       Operational and Business Support Functions



Overall Objectives of the Post:

To provide high level operational and business support to Commissioning and Quality strategies and children’s system wide work programmes. 

You will support the development and contribute to high quality responsive operational and strategic commissioning strategies, plans and implementation which put children and young people at the heart of everything we do, ensuring children and young people are safe, get the best possible start in life, reach their potential, and achieve the best possible outcomes. 

You will support the Commissioning and Quality strategic functions through high level business support throughout the commissioning lifecycle and pipeline contributing to quality assurance and improvement, devising business monitoring and tracking systems, support a range of commissioning and innovation frameworks, identify and track cost avoidance and efficiency opportunities and support the embedding of restorative practice principles. 

In supporting the C&Q Leadership to deliver innovative responses, you will lead the administrative elements of CQT’s Forward Plan, Risk Register, service specifications, service performance monitoring, feed into regulatory and contractual compliance systems and processes, ensuring best value and a demonstrable impact on the wider community and support CQT activity aligns with the Corporate Parent agenda and duties.

You will contribute to service reviews, this includes stakeholder and market engagement, development of options appraisals, developing data collection, analysis, records management systems, providing case studies and business cases as directed by the C&Q Lead and or Manager.  

You will lead on specific delegated work programmes and projects which deliver key service functions and outcomes, specifically the SEND and short breaks brokerage function, and supporting the design, development and implementation of a Quality Performance & Monitoring Framework. 
You will contribute to a collaborative culture of co production and integrated activity including direct provider engagement, stakeholder voice, influence and participation, developing CQT’s Communication and Engagement Plan, provide Research, Development and Innovation that support CQT’s ‘Quality First’ continuous improvement and innovation agenda. 

You will work directly with providers on identified process improvements such as referral mechanisms and supporting the administration of assessment processes such as Equality Impact Assessments, Environment and Sustainability Assessments, System Change Assessments and Data Protection Reviews.

You will support CQT to develop systems and processes that can demonstrate good governance and assurances to Senior Officers and external partners. 

You will work in a consultative and solution focused way with stakeholders supporting CQT’s market oversight, sufficiency, development and innovation and support the enabling and empowering of service areas in relation to placement and practice level ‘commissioning’. 

You will represent STC at regional networking / joint working opportunities.

You will champion the CQT’s ‘what more is possible? the ‘EMERGING’ ‘One Team’ ethos and demonstrate commitment and delivery of the PROUD values of South Tyneside Council.


Key Tasks of the Post

MAIN DUTIES
· The post holder will provide operational support across the commissioning and quality assurance functions to support service delivery, ensuring work programme tracking and monitoring and providing exception reports, dashboards, and data analysis, contractual implications to C&Q Leadership.
· Establish effective, collaborative relations with providers and partners.
· Contribute to allocation and resourcing of SEND and Short Breaks budgets.
· Proactively drive a continuous improvement and strength-based approach in identifying ‘What works’ and identifying opportunities for further capacity building.
· Support the development of provider engagement and assurance mechanisms that ensures provision is fit for now and fit for the future.
· Provide day to day operational support for provider queries including those of a complex or potentially contentious nature in a way that is customer focussed and lends itself to positive outcomes.
· Lead on specific service functions and delegated work programmes and projects specifically SEND brokerage.
· Respond to, report, and recognise potential safeguarding concerns. 
· Undertake pre-audit research and collate data to prepare for audits and identify trends and support in areas such as needs assessment, deep dive / thematic audits.
· Support contract management processes, collating and analysing data, providing support as required and directed by the designated Manager.
· Collation and sharing of usage data in relation to regional procurement frameworks with lead commissioners and NEPO
· Understand the importance of co-production in the design and implementation of internal and external commissioned services utilising an outcome focussed, relational and restorative approach. 
· Using own initiative, promote and engage in coproduction activity in support of commissioned services and quality assurance in a ‘Can Do’ solution focussed way.
· [bookmark: _Hlk181212525]Contribute to the CQT’s “One Team” ethos and culture that nurtures high performance/ high trust arrangements.
· Maintain methods of recording for quality assurance, complaints, safeguarding and commissioning activity supporting a ‘Quality First’ approach to the design and delivery of frameworks and ensuring CQT can meet good governance standards.
· To inform and support drafting of policy, protocol and procedure changes as requested.
· Support contract management processes undertaken by Quality and Improvement teams, providing input and support as required.
· Support procurement and contract mobilisation processes as directed, working with corporate colleagues and other stakeholders. 
· Maintain the highest standards of information and data handling and management and ensure the information produced is up to date, accurate, accessible, and understandable.
· Liaise with a range of colleagues to ensure information requirements are clear and delivered within timescales.
· Monitor quality concerns and measure/identify performance indicators.
· Attend performance monitoring visits as required.
· Support the end-to-end delivery of commissioning and quality service improvement activity.
· Effectively manage workload and undertake training in line with the requirements of the role and personal development.
· Demonstrate professionalism, representing the Council positively at all times. 
· Make a positive contribution to the service, communicating effectively and playing an active part of the team.
· Work collaboratively with key stakeholders including Health and other public, private, and voluntary sector partners. 
· Have a responsibility of care for their own health and safety.
· Apply the principles and Council policies in relation to equality and diversity in all aspects of work.
· The above list is not exhaustive and other duties commensurate with the post grade may be attached to the post from time to time.
· Variation may also occur to the duties and responsibilities without changing the general character of the post.


South Tyneside Council is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.  Successful applicants will be required to produce an Enhanced Certificate of Disclosure from the Disclosure and Barring Service.

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive, and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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