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Job Description

JOB TITLE – Commissioning Officer

	Job Details

	Grade
	C

	Number of Posts
	1

	Department
	

	Reporting to 
	Commissioning Manager



	Who Are We? 

	We are Birmingham Children’s Trust.

‘Working Together to make Birmingham the greatest city to grow up in.’

The sole purpose of Birmingham Children’s Trust is to make a positive difference for children, young people and families in the city, by driving up the quality of practice and partnerships across the city and its services.

Every employee from Family Support and Social Workers to Finance and Legal, work together to make a positive difference to children, young people and families. We are one team, and each have an important role to play in achieving the Trusts objectives.

Birmingham Children’s Trust Leadership team comprises of six Executive Directors who are responsible for leading and managing the Trust to be an autonomous and high performing organisation.  

Our Vision: 
Our vision is to build a Trust that provides excellent social work and family support for and with the city’s most vulnerable children, young people and families.
We will do this: 
· with compassion and with care. 
· through positive relationships, building on strengths. 
· in collaboration with children, young people, families and partners. 
· by listening, involving and including. 
· in ways that are efficient and deliver value for money. 
Success will mean significant progress towards these outcomes: 
· healthy, happy, resilient children living in families. 
· families able to make positive changes. 
· children able to attend, learn and achieve at school. 
· young people ready for and contributing to adult life. 
· children and young people safe from harm.
Our Values: 
 
ONE TEAM 
                                         ACCOUNTABILITY AND RESPONSIBILITY 
                                                                                        QUALITY AND INNOVATION  
                                                                      RELATIONSHIPS  
                                                             HIGH SUPPORT HIGH CHALLENGE 



	Overview of the role:

	The Children’s Commissioning Service is an integral part of the Trust’s efforts to make a positive difference for children, young people and families across the city, and is directly responsible for improving outcomes and services for those children and young people using an evidence-based approach, ensuring value for money for the Trust and its partners.

The role of Commissioning Officer is to support the Trust’s activity in all areas of the commissioning cycle of ‘Analyse, Plan, Do, Review,’ taking responsibility for tasks and activities in a broad range of assigned projects or service areas as delegated by the Commissioning Management Team. The Officer will contribute to project teams at an appropriate level.

The Officer will undertake a variety of tasks and activities, using ICT effectively to produce work of an appropriate professional standard that complies with regulations. They will maintain service specific expertise as required to ensure that their work represents best practice and the services, they are involved with are delivered to a high standard.

In addition, the post holder will maintain stakeholder relationships that support the delivery of contracted activities, maximising their value to the Trust.  



	Key Responsibilities:

	· Contribute to the delivery of strategic commissioning intentions identified by the Trust and its partners.

	· Support the establishment of relationships with internal stakeholders, suppliers and organisations that deliver services and support that meet the needs and positive outcomes of citizens.

	· Deliver delegated activities or products in relation to commissioning, contract management, policy and planning activity across Birmingham as identified.

	· Assist in the delivery of jointly commissioned services across the health, housing and social care economy.

	· Take responsibility for work packages as part of various project teams supporting the activities of the Trust Commissioning Team.

	· Undertake quality assurance tasks (including visits) to service providers to ensure compliance with agreed processes and standards including regulatory and inspection frameworks.

	· Work collaboratively with partners and colleagues to pro-actively safeguard and protect vulnerable people/groups ensuring appropriate and timely action is taken.

	· Assist in the co-ordination of relationships with a wide range of providers/organisations and individuals, researching and drafting appropriate correspondence.

	· Manage specific tasks, including written reporting and analysis of a range of specialties, functions and projects.

	· Utilise contract management tools to ensure data and information is timely, accurate and complete.

	· Collect and analyse data to inform commissioning activity, to complete statutory returns and support performance management.

	· As appropriate, lead on the development of aspects of service user involvement in the work of the Commissioning Team

	· To assist in the implementation of statutory procedures such as complaints, Freedom of Information requests, Subject Access Requests, etc.




	Key Information

	Is a Safeguarding Check needed? (DBS and Experian background checks)
	
	
	Children
	Adults
	Children and Adults

	Basic
	
	
	

	Enhanced
	
	
	x




	Will this position have Line Manager Responsibility?
	Dropdown Options:
	Yes

	No

































Person Specification

	Essential Criteria

	Method of Assessment (M.O.A): AF = Application Form; E = Work Based Exercise; I = Interview;
P = Presentation; Q = Qualifications

	CRITERIA
	ESSENTIAL
	Method of Assessment (M.O.A)

	[bookmark: _Hlk169194760]Qualifications
	Commissioning/Procurement qualifications (e.g. CIPS) desirable but not essential
	I

	Training
	Must be prepared to continue with on-going professional development within the role
	I

	Experience
	Understanding of collaborative approaches. Able to follow pre-determined procedures.
	AF/I

	Experience
	Experience of strategy and policy development and the engagement of a wide range of stakeholders in this process.
	AF/I

	Experience
	Experience of writing effective briefings, reports and bid submissions.
	AF/I/T

	Experience
	An understanding of Commissioning priorities that are outcome-focussed and are based on data and Trust priorities, market intelligence and resource availability.
	AF/I

	Experience
	Experience of the development of service specifications with a range of stakeholders, including service users
	AF/I

	Experience
	An understanding of the requirement for analysis and commercial awareness that supports development and implementation of commissioning plans and business cases.
	AF/I

	Experience
	Experience of establishing productive relationships with suppliers and customers to help deliver improved outcomes.
	AF/I

	Experience
	Experience of being able to present and represent an individual service user’s needs and aspirations to secure the best service package.
	AF/I

	Experience
	Can support the award of contracts and provide constructive feedback to suppliers.
	AF/I

	Experience
	Has experience of working with, and supporting, Service User groups to participate in the quality assurance of commissioned services and in participating in all aspects of the commissioning cycle.
	I

	Skills
	Demonstrates good interpersonal communication skills, empathy, listening, and negotiation
	I/T

	Skills
	Understands concepts and utilises data techniques for either numerical or contextual analysis
	T

	Skills
	Has the budgeting and financial skills required to identify value
	AF/I/T

	Skills
	Understands the relationship link between outputs and outcomes in meeting the needs of citizens
	AF/I

	Skills
	Understands the role of the various regulators and the regulatory framework and how to use this in determining appropriate suppliers
	AF/I

	Skills
	Understands the role of the contract management function and works closely with suppliers and customers at an operational level to resolve issues and monitor service performance
	AF/I

	Skills
	Able to work with Service User Groups to further develop inclusive, service user led, governance arrangements to ensure that all citizens, including the most excluded, inform service and policy development and can retain an ongoing oversight of these
	AF/I

	Skills
	An ability to fulfil all spoken aspects of the role with confidence using the English Language as required by Part 7 of the Immigration Act 2016
	I

	Other
	Enhanced DBS check
	



At Birmingham Children’s Trust, we are dedicated to safeguarding and promoting the welfare of children and young people. We expect our staff to create an environment and culture that promotes equality, diversity, and inclusion and advocate for anti-discriminatory practices and behaviours. 
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