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Manchester City Council
Role Profile

Commissioning Officer, Grade 7
Homelessness Commissioning Team, Neighbourhoods Directorate
Reports to: Commissioning Manager
Job Family: Commissioning and Commercial


Key Role Descriptors: 

The role holder plays a critical role in delivering a range of commercial or commissioning services to a consistently high standard. The services will deliver value for money and ensure commercial viability in line with financial regulations in order to meet the needs of local communities as well as the priorities of the Council.

The role holder will be responsible for the development of enhanced business management practice to deliver high quality contract compliance and/or improved commercial performance for the service. 


The role holder will work in partnership with providers, partners, customers and colleagues, to stimulate local communities to develop and provide personalised and flexible services that deliver good outcomes for customers.


Key Role Accountabilities: 

Ensure the development of a strategic approach to resource planning, procurement and commissioning in order to deliver a cost-effective and efficient service.  This may be through contract management and service commissioning, or through the management of a business unit.

Provide expertise on commercial performance management and reporting issues to help ensure that customer needs are met, services improve, value for money is increased and performance against identified performance indicators improves. In particular improve outcomes around positive move-on from commissioned accommodation services.

Take a lead role in the analysis of current practice, including benchmarking against models and options, and ensuring that consistency is maintained across the piece.

Effectively engage with a range of stakeholders, both internal and external, to ensure the highest standard of service delivery. 

Where appropriate, deliver quality assurance arrangements to support outcome driven commissioning; monitor the stages of the contract management process within the context of financial regulations and relevant legislation, and ensure contractual arrangements, targets and objectives are delivered within agreed timescales.

Oversee the production of effective and accurate management information, ensuring that this is produced accurately and consistently to strict deadlines.  

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. 

Where the role holder 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: Commissioning Officer

Role Portfolio: 

The Homelessness Commissioning Team sits in  the  Homelessness Service and is responsible for the delivery of commissioning activity across several areas of homeless provision, including housing related support, advice, and domestic violence and abuse services. 

The successful candidate will support the efficient and timely move on from across commissioned accommodation services, including from Housing Related Support (HRS), A Bed Every Night (ABEN), and the Rough Sleepers Accommodation Programme (RSAP). 


The successful candidate will be responsible for supporting the delivery of a portfolio of commissioning work, including developing service specifications, performance monitoring frameworks and monitoring targets. The role holder will improve the delivery of positive move-on outcomes across commissioned accommodation provision. This will include working closely with commissioned accommodation and support providers, with other colleagues in the homeless service, and the wider partnerships across Manchester

Alongside this they will contribute to the development of wider homelessness services and strategies, supporting the service to ensure that services are strategically relevant, meet identified needs, and are good quality/value for money. They will work closely with colleagues in the Commissioning Team, including the Service Manager and Commissioning Manager, as well as other colleagues in Homelessness, providers, and people using services.


The Purpose of the Role 

The post holder will be responsible for:

· Contract Management – manage performance in line with contract and service specification, and ensure  that timely and appropriate move-on is delivered as a key contract requirement in accommodation services. 

· Procurement  – supporting the Homelessness Commissioning team to commission delivery partners and provide expert consultancy support as appropriate via the appropriate framework.  . 

· Developing and maintaining strong collaborative relationships with internal and external partners and stakeholders as appropriate for the project

· Contributing to the development of services working closely with colleagues, providers, citizens and other stakeholders.

· Supporting the wider team to ensure that services are strategically relevant, meet identified needs, agreed outcomes, achieve performance targets, and are good quality/value for money.



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: Writes convincingly and clearly, succinctly and correctly, avoids the unnecessary use of jargon or complicated language; writes in a well-structured and logical way and structures information to meet the needs and understanding of the intended audience.
· Analytical Skills: Ability to identify patterns and trends that may impact on decisions and propose realistic conclusions identifying the risks and any assumptions made
· Planning and Organising Skills: Excellent time management skills, creating own work schedules, prioritising, preparing in advance and setting realistic timescales for own self and others. Has the ability to visualise a sequence of actions needed to achieve a specific goal and how to estimate the resources required.
· Problem Solving Skills: Continually performs at high levels of achievement, demonstrating tenacity, energy and commitment to achieve desired results.
· Creative Skills: Ability to find creative solutions where there are no existing parameters or procedural framework.
· Commissioning Skills: Ability to use the skills and knowledge of partners to inform commissioning intentions in a wide area of activity.

Technical Requirements (Role Specific)

· Consent to and apply for an standard Disclosure and Barring Service (DBS) Check
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