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	Role Title
	Contract Technical Officer

	Job Family
	Major Contracts and Commercial Services

	Competency Level
	All Colleagues

	Scale 
	Scale 6

	Purpose

To monitor a number of contracts with a range of suppliers to ensure contract compliance and delivery of high quality, cost effective services that deliver positive outcomes for Waltham Forest residents and the Council. To assist in customer, supplier and contract communication, financial processing and mail administration.


	Generic Accountabilities
	End Results/ Outcomes

	Plan, organise and deliver own work to provide effective support to the service area.

	Work is completed on time and to the required standards.
Changes to priorities are accommodated.
Customers / stakeholders are satisfied with the service provided.


	Provide advice and support to colleagues, customers / stakeholders.

Receive, review and respond to queries / complaints within area of responsibility. Resolve where appropriate or escalate further as required.
	Accurate, relevant advice, information and support are provided within area of responsibility.
Appropriate action is taken to resolve the issue or escalate as appropriate.
Risk to the service area / customers is minimised.

	Contribute to projects / service initiatives as required.
	Project tasks are delivered to agreed specification, timescales and budgets.

	Create documents and other materials to support the service area.
	All documents /materials are produced according to procedure and to the required standards and timescales.

	Ensure cyclical auditing of contract compliance is completed to assist in developing contract improvement plans, communicate the findings to the contract compliance officer for appropriate sanctioning action.
	Effective strategic contract management is maintained and monitored to establish efficient supplier service delivery.



	Act in accordance with all policies and procedures which apply to the job and understand the reasons for this.
	All policies and procedures are complied with.

	Job Specific Accountabilities:

	Monitor and report on performance of contracts/service level agreements within area of responsibility as required
	Quality, performance and / or other management information is provided accurately to the required timescales.
Supplier / delivery partner performance is monitored.
Action Plans are developed and compliance is monitored using both desk-based and field resources
Monitoring is completed in a timely manner
Identify any areas of concern are identified and where appropriate escalated for further review by budget holders and / or manager.
Monitoring outcomes are shared with service providers
Relationships with suppliers are open, collaborative and constructive



	Ensure that outcomes from monitoring contract service delivery activity are clearly and accurately captured
	Accurate contract auditing through cyclical meeting minutes and actions plans are documented and archived through the contract library.
An evidence base on provider performance is developed into an approved performance dashboard
Provider performance is collated and reported accurately and concisely to a range of internal and external stakeholders as required

	To provide technical and project support to all functions of the Major Contracts and Delivery Unit   


	Effective support to all functions within the service area

	Nature of Contacts 

In an information sharing environment, dealing with elected members, directors, managers and operational staff (as required) from the Council, external suppliers senior and operational managers, partners and external agencies (e.g. regulatory bodies).

Liaise, communicate and build relationships with customers / providers / stakeholders to refer to Major contract management and Compliance manager for advice and deal with queries or complaints.


	Procedural Context

Reports to the Contracts Compliance Officer.

Co-ordinating strategic meetings, quarterly and annually for service reviews.  Taking detailed and accurate meeting minutes for timely distribution to attendees. 

Assisting the contract compliance officer in monitoring contracts for compliance against the specification.  Collating information and performance data for distribution of an approved performance dashboard 
To complete financial invoice and SAP processing, ordering and budget monitoring
To collate, interpret and publish Contractor’s performance, ensuring the data is appropriately analysed and published for a variety of users.
To assist with the processing and completion of Waste Data Flow, DEFRA’s mandatory reporting tool.



	Key Facts and Figures

Has responsibility for co-ordinating the Contractor’s quarterly and annual service review meetings, ensuring accurate and timely meeting minutes are provided and distributed.
Has responsibility for cyclical meetings and contract auditing for effective and efficient service delivery notifying appointed officers for escalating any sanctions. 

Has responsibility for monitoring / processing /reconciling financial transactions / invoices.



	Resourcing

Budget Responsibilities:  Nil
Supervisory Responsibilities: Nil


	Knowledge, Skills and Experience 
· Excellent ICT skills, including the ability to full utilise Microsoft Office products, particularly Excel (essential) and Access (desirable)
· An understanding and working knowledge of financial / invoice processing
· Excellent organisational and administrative skills with proven ability to prioritise workloads and achieve deadlines 

· Excellent written and spoken communication skills
· Excellent note taking abilities, preferably contemporaneously on a laptop 
· An understanding of effective meeting and contract report auditing, noting any weaknesses or failures in service delivery from tracking actions detailed within service improvement plans and informing appointed officers of findings for possible escalation and sanctioning.
· Knowledge and experience of operating in a local authority customer focused and strategic environment.
· An understanding and working knowledge of good practice in contract management

· Ability to manage, collate and present large amounts of performance and other data from suppliers / providers, highlighting key messages and areas of strength and weakness for publication within performance dashboards


	Indicative Qualifications
Educated to an attainment level of 5 GCSE subjects which must include English and Mathematics at ‘C’ pass grade or an approved equivalent.
 

	The above profile is intended to describe the general nature and level of work performed by employees in this role. It is not intended to be a detailed list of all duties and responsibilities which may be required. This role profile will be supplemented and further defined by annual objectives, which will be developed in conjunction with the post holder.  It will be subject to regular review and the Council reserves the right to amend or add to the accountabilities listed.
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