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  Job Description

DIRECTORATE:		Social Services and Wellbeing

DEPARTMENT:		Children and Family Services / Children’s 						Commissioning and Sufficiency

POST:			Commissioning Support Officer – Administration & 					Finance

GRADE OF POST:		GR06

[bookmark: _Hlk203478462]RESPONSIBLE TO:	Commissioning and Contract Management Officer (Placements)	
JOB PURPOSE:
To develop, deliver, and maintain a comprehensive administrative and financial support function for the Children’s Commissioning and Placements Team. The role ensures the smooth operation of placement processes and systems, supports accurate data collection and reporting, and contributes to effective financial management, including invoice processing and budget tracking.
This role plays a key part in enabling the team to meet its business objectives through timely, accurate and efficient support, and requires a high level of organisation, attention to detail, and a proactive approach.


PRINCIPAL RESPONSIBILITIES AND ACTIVITIES:
· Develop and implement an effective and efficient administrative support service aligned to the needs of the Commissioning and Placements Team.
· Coordinate and organise meetings, including preparing agendas, circulating papers, and taking accurate minutes.
· Arrange and coordinate contract review meetings, including scheduling, preparing documentation, and supporting follow-up actions to ensure effective oversight of commissioned services.
· Act as the first point of contact for the service’s Placement Team by managing the duty inbox, responding to queries, and redirecting placement requests to the relevant Placement Finder.
· Process and manage service-related documentation and maintain accurate records on WCCIS contributing to the system’s ongoing development.
· Maintain and update the placement trackers, ensuring any changes in placement circumstances are accurately recorded.
· Keep foster care and residential records (internal and external) up to date and easily accessible to team members and decision-makers.
· Support the timely and accurate response to Freedom of Information (FOI) requests in accordance with statutory guidelines.
· Process placement-related invoices promptly and accurately, reconciling with placement records and maintaining up-to-date financial spreadsheets.
· Monitor and maintain budget tracking information for placements and related services.
· Manage queries and correspondence relating to invoicing and provide financial information to budget holders when required.
· Support the authorisation process for invoices in line with council procedures.
· Support the collection, preparation, and submission of data and performance information to meet internal monitoring requirements and external reporting obligations, including statutory and national returns.
· Compile and report on weekly placement activity, including updates on 39-week residential placements and in-house/IFA arrangements.
· Ensure confidentiality and compliance with data protection legislation when handling sensitive information.
· Work closely with colleagues across the Commissioning and Placements Team to ensure joined-up service delivery and continuity of support.
· Maintain a good working knowledge of internal systems and processes to enable flexible support during periods of high demand or staff absence.
· Identify and contribute to improvements in administrative and financial processes to enhance efficiency and service quality.


GENERAL DUTIES

Health and Safety
To fulfil the general and specific roles and responsibilities detailed in the Health and Safety Policy.

Equal Opportunities
To ensure that all activities are operated in accordance with Equal Opportunities legislation and best practice.

Safeguarding
Protecting children, young people or adults at risk is a core responsibility of all employees.  Any concerns should be reported to the Adult Safeguarding Team or Children’s IAA Service within MASH.

Review and Right to Vary
This Job Description is as currently applies and will be reviewed regularly. You may be required to undertake other tasks that can be reasonably assigned to you, including development activities, which are within your capability and grade.



Person Specification 
Commissioning Support Officer – Administration & Finance
The following attributes represent the range of skills, abilities, and experiences etc. relevant to this position.  Applicants are expected to meet the attributes that have been identified as essential (Yes).
	Attributes
	Requirements
	Essential
	Method of Evaluation/ Testing

	Qualifications, Education & Training
	· QCF (NVQ) Level 3 or equivalent in finance or an ability to demonstrate equivalent competence through relevant experience.
· Evidence of continued personal or professional development.

	Yes

	Production of original Qualification Certificates and application form.

	Knowledge & Experience
	· Experience of working in an administrative and/or financial support role within a complex organisation.
· Experience of processing and reconciling financial transactions, including invoices and cash reconciliations.
· Experience of coordinating and minuting meetings, managing shared inboxes, and handling internal and external enquiries.
· Experience of maintaining and updating spreadsheets, databases, or trackers.
· Experience of preparing or contributing to internal and external reports or data submissions.
· Experience of working with senior managers and maintaining confidentiality.
· Knowledge of local government financial procedures and reporting processes.
· Understanding of information governance and data protection when handling sensitive data.
	Yes
Yes
Yes
Yes
Yes
	Interview, application form and selection process.

	Skills & Personal Qualities











Skills & Personal Qualities
(continued)
	· Excellent ICT skills, particularly in Microsoft Excel, Word, Outlook, and database/financial systems.
· Strong organisational and time management skills, with the ability to prioritise workload and meet tight deadlines.
· Highly numerate and detail-oriented, with a strong focus on accuracy and quality.
· Confident communicator with effective verbal and written communication skills across all levels.
· Able to work independently, using initiative and problem-solving skills to manage day-to-day responsibilities.
· Strong team player, with a flexible and proactive approach to supporting colleagues and adapting to change. 
· Ability to communicate clearly and effectively both verbally and in writing.
· The ability to greet customers through the medium of Welsh is a requirement for this post.
	Yes
Yes
Yes
Yes
Yes
Yes
Yes
	Interview, application form, and selection process.







Interview, application form, and selection process
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