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Job Description

DIRECTORATE:	Social Services and Wellbeing

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

POST:	Commissioning and Contract Management Officer 	(Placements)

GRADE OF POST:	GR11

RESPONSIBLE TO:	Senior Commissioning and Placement Officer


JOB PURPOSE:	
Plays a key role in leading and overseeing the sourcing, commissioning, and management of placements for children and young people, with responsibility for ensuring that placement activity is efficient, well-coordinated, and aligned with strategic objectives. 
Working closely with operational teams, providers, the role ensures placements are appropriate, timely, and deliver positive outcomes. 
With line management responsibility for the Placement Finders, provide leadership, operational oversight and coordination, and quality assurance across the placement process. 
The role also works in close collaboration with contract monitoring colleagues to ensure an integrated and compliant commissioning approach.
Work flexibly across placement and contract monitoring functions, providing cover and support at managerial level where necessary to ensure continuity of service.


PRINCIPAL RESPONSIBILITIES AND ACTIVITIES:

· Line manage the Placement Finders, Placement Referral Officer and Commissioning Support Officer –  Administration & Finance with responsibility for supervision, performance monitoring, workload oversight, and professional development. Provide leadership and operational support ensuring daily activity aligns with strategic placement objectives and priorities.
· Coordinate the tendering and matching of individual placements in partnership with operational teams, ensuring effective communication and collaboration throughout the process.
· Engage proactively with providers to secure timely and suitable placement offers; escalate delays, shortfalls, or placement pressures appropriately.
· Lead on the negotiation of contracts for both framework and non-framework placements, ensuring value for money, appropriate terms, and alignment with service requirements.
· Undertake due diligence processes, including reviewing accreditation documents and ensuring all necessary procedures are followed and recorded appropriately.
· Ensure robust systems are in place to track placement availability and manage placement searches efficiently, supporting timely and appropriate decision-making.
· Provide oversight of all internal and commissioned placements, supporting operational teams to make appropriate, well-matched, and timely placement decisions that meet assessed needs.
· Ensure all placements are compliant with internal processes, contractual expectations, and reflect agreed outcomes and funding arrangements.
· Develop and maintain systems for tracking placement activity, expenditure, and provider status, ensuring accurate and up-to-date data to inform reporting and strategic planning.
· Build and maintain strong working relationships with independent providers, regional partners, and internal stakeholders to support effective placement commissioning and market management.
· Develop and implement guidance, tools, and operational processes to promote consistency, compliance, and efficiency in placement practice across teams.
· Collaborate closely with the Contract Monitoring and Operational Market Management Officer and wider Commissioning team to ensure integrated service delivery, sharing intelligence and providing operational cover where needed.

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.

CRIMINAL RECORDS CHECK 
This post requires a criminal records check through the Disclosure & Barring Service (DBS).

Person Specification
Commissioning and Contract Management Officer (Placements)
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.
	Attributes
	Requirements
	Essential
	Method of Evaluation/ Testing

	Qualifications, Education & Training


	· [bookmark: _Hlk203640995]Educated to degree level  or equivalent experience in a relevant field (e.g. Social Care, Commissioning).
· Management qualification or evidence of leadership training.
	Yes



Yes
	Production of original Qualification Certificates and application form. 

	Knowledge & Experience
	· Experience of working within public sector commissioning or contract management.
· Detailed knowledge of commissioning processes and placement frameworks.
	



Yes
	Interview, application form, and selection process.

	
	· Experience of commissioning or managing placements for children or vulnerable individuals.   
	Yes
	

	
	· Proven experience of working with independent providers and multi-agency partners.
	Yes
	

	
	· Experience of negotiating placement terms, costs, and contracts (including non-framework arrangements). 
	Yes
	

	
	· Experience of developing procedures to support service improvement.
	Yes
	

	
	· Experience in using data to monitor service delivery, track outcomes, and inform decision-making.
· Understanding of relevant legislation and regulatory frameworks (e.g., Public Contracts Regulations 2015, Care Act 2014).
	
	

	
	· Experience of developing systems or databases (e.g. placement tracking tools, finance portals).
	Yes
	

	
	· Knowledge of market management, contract negotiation, and due diligence processes.
	Yes
	

	Skills & Personal
Qualities
	· Strong leadership and team management skills.
· Willingness to undertake further training and development.
	Yes
	

	
	
	
	




	Attributes
	Requirements
	Essential
	Method of Evaluation/ Testing

	Skills & Personal Qualities
(continued)
	· Ability to build effective relationships with internal and external stakeholders. 
· Excellent negotiation, influencing, and conflict resolution skills.
· Ability to manage competing priorities and deliver high-quality work to tight deadlines.
· High level of accuracy and attention to detail in managing contracts and placement information.
· Strong analytical skills, with the ability to interpret complex information and data.
	Yes



Yes

Yes


Yes




Yes
	Interview, application form, and selection process.

	
	· Excellent written communication and the ability to review and write clear and concise guidance/reports.
	Yes


	

	
	· The ability to implement systems to support and have oversight.
	Yes
	

	
	· Capacity to problem solve whilst working under pressure.
	Yes
	

	
	· Effective IT skills to maintain computer-based records e.g.
	WCCIS .
	Yes
	

	
	· Ability to work under supervision to meet agreed targets.
	Yes
	

	
	· Ability to demonstrate good organisational skills.
	Yes
	

	
	· The ability to communicate through the medium of Welsh.
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