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Manchester City Council
Role Profile

Placement and Purchasing Officer, Grade 6
Strategic Commissioning Service, Children Services Directorate
Reports to: Sufficiency Team Manager
Job Family: Commissioning and Commercial

Key Role Descriptors: 

The role holder will ensure that commissioning or commercial services represent best value and are delivered in an efficient and effective manner in compliance with all relevant policies and current legislation, including health and safety regulations.

The role holder will ensure services are delivered within performance and quality targets in line with business requirements applying commercial acumen where appropriate to ensure viability. 

The role holder will ensure that the Council’s expenditure maximises the local economic, social and environmental benefits to communities.

Key Role Accountabilities: 

Ensure that the provision of goods and services meet the needs of residents and support the aims and objectives of the Council.  This may be through contract management and service commissioning, or through the operational management of a business unit.

Support the management of contracts throughout their duration to establish assurance that contracts are fit for purpose and deliver quality and value for money in accordance with the specification and ensuring compliance with financial regulations.

Support the planning and delivery of projects and services ensure to that stakeholder requirements are met to provide an efficient commercial mix.  

Identify and advise on potential efficiency savings, taking into account commercial issues within changing models of service delivery

Develop and maintain effective relationships with internal and external customers, service managers and external organisations, ensuring clear channels of communication.

Roles at this level may be required to undertake management of resources.  Staff management may be through direct line management of a team (including appraisals, performance management and other duties) or through matrix management of a virtual team of officers.

Personal commitment to continuous self development and service improvement. 

Through personal example, open commitment and clear action, ensure diversity is positively valued, resulting in equal access and treatment in employment, service delivery and communications.

Provide clear and effective communication to suppliers, partners and departmental staff, preparing and providing regular information and reports relevant to the service.

Where the roleholder is disabled every effort will be made to supply all necessary aids, adaptations or equipment to allow them to carry out all the duties of the role.  If, however, a certain task proves to be unachievable, job redesign will be given full consideration. 



Role Portfolio:

The postholder is responsible for leading on searches for appropriate homes and support for Manchester children as directed by Children’s Social Care.    

Tasks include:
1) Ensuring that essential approvals have been sourced prior to commencing a placement search.
2) Preparing referral documentation prior to sending out in line with GDPR legislation.
3) Liaising with in-house fostering/residential/post 16 teams to determine availability and potential matches for young people searching for.
4) Liaising with external providers on potential placements, challenging and negotiating on proposed costs where appropriate
5) Acting as liaison between social care teams and in-house or external provision in respect of potential placements, ensuring timely responses from all parties and managing any queries or barriers.
6) Completing all administration in relation to placements made ensuring that all system recording is accurate, including setting up of new carers, and recording of agreed costs.
7) Issuing contracts (IPAs) for all placements made with external providers, ensuring signed IPAs are returned to MCC from providers, responding to any queries relating to accuracy.
8) Identifying additional support at home for young people where directed.
9) Providing information (verbal and written) as requested on the progress of searches for social care management, legal and court.

          
Key Behaviours, Skills and Technical Requirements

Our Manchester Behaviours
· We are proud and passionate about Manchester
· We take time to listen and understand 
· We ‘own it’ and we’re not afraid to try new things  
· We work together and trust each other
· We show that we value our differences and treat people fairly

Generic Skills 

· Communication Skills: Ability to persuade and negotiate with others.  Ability to advise others and deal with sensitive issues in difficult situations. 
· Analytical Skills: Ability to absorb, understand and quickly assimilate moderately complex information and concepts and compare information from a number of different sources.  Ability to present information using simple descriptive statistics; mathematical averages, percentages, appropriate tables and charts. 
· Planning and Organising: Demonstrate the ability to organise multiple tasks in the most effective way, and allocate time and energy according to task complexity and priority. 
· Problem Solving and Decision Making: Ability to analyse situations, diagnose problems, identify the key issues, establish and evaluate alternative courses of action and produce a logical, practical and acceptable recommendation. 
· ICT Skills: Ability to set up and maintain effective systems to manage and retrieve information.  Skills to use ICT systems to obtain and analyse data and present it effectively. 

Technical Requirements (Role Specific)

· Willing and able to adopt a flexible approach to working hours, including attendance at evening and weekend meetings and travelling away from base from time to time.  (NB This should not deter applicants with carer commitments as we will adopt a reciprocal flexible approach where needed) 
· This post is subject to an enhanced disclosure check. 
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