Kent County Council
Job Description: Commissioning Assistant

Directorate: Children, Young People and Education
Division: Children’s Commissioning

Grade: KR7

Responsible to: Senior Commissioner

Purpose of the Job:

Provide support to all aspects of Commissioning work within the relevant
Commissioning Category, based on local and national drivers including
service, directorate and national policies, processes and procedures.

Main duties and responsibilities:

e Support the Commissioner/Senior Commissioner with the
implementation of appropriate frameworks in line with measurable
efficiency targets and Key Performance Indicators, in order to provide
effective monitoring and inform senior managers of issues surrounding
the performance of commissioned services

e Provide support to the Commissioner/Senior Commissioner with the
implementation of effective strategies for all aspects of the
Commissioning process, ensuring compliance with legislation and
contract regulations

e Support the Commissioner/Senior Commissioner with the identification
of appropriate and diverse range of suppliers in the implementation of
fit-for-purpose outcome focused solutions in order to achieve efficiency
and ‘best value’

e Support the commissioning of services through the preparation, co-
ordination and monitoring of appropriate documentation (liaising with
the Commercial team)

e Generate presentations of information through a range of methods e.g.
written reports, PowerPoint slides, briefings etc.

e Work collaboratively with other related functions and agencies as
required to keep abreast of issues and provide best use of resources.

e Ensure that data used by Commissioners is kept up to date and
accurate, including other ancillary information (and databases) and
running reports. Ensure information is available regarding
Commissioned Services, upon which informed management decisions
can be made, so that decisions on the suspension, extension or
termination of services can be recommended

¢ Provide advice to Managers about how information held or collected for
commissioning decisions can be maintained and improved.



Gather, maintain and analyse information relating to potential future
and commissioned services, developing and improving systems where
necessary in order to provide local management information

Plan, co-ordinate and arrange the monitoring and quality of
commissioned services, supporting the Commissioner/Senior
Commissioner with more complex cases or issues and taking sole
responsibility for less complex cases / issues

Support the process of collecting market intelligence as required, to
enable the Commissioner/Senior Commissioner to provide accurate
performance assessments of the relevant categories and related
market conditions, as required to support ongoing business relationship
processes as well as Inspection regimes (OfSted, CQC etc)

Support the implementation of effective contract reviews, in liaison with
the Commissioner/Senior Commissioner, analysing category
information and review data in order to inform the commissioning cycle.
Provide advice and information in relation to enquiries from providers,
stakeholders and other Local Authorities in relation to commissioned
services

Provide advice and information to Managers on contractual matters.
Liaise with the Commercial team and other Business Units in relation to
the requirements of services in order to support the achievement of the
best possible outcomes for the population of Kent



Kent County Council
Person Specification:

Commissioning Assistant

QUALIFICATIONS

NVQ Level 3 (or equivalent) in Business or
Management

Demonstrable commitment to personal and
professional development

EXPERIENCE

Experience of maintaining spreadsheets and
manipulating data

Experience of Commissioning processes
Experience of working within a multi-discipline and
agency environment in order to develop workable
processes

SKILLS AND ABILITIES

Excellent IT skills with a working knowledge of
Microsoft Office packages particularly Word,
Access, Excel and PowerPoint

Ability to prioritise work to meet required deadlines.
Excellent interpersonal skills and communication
skills; must be able to communicate effectively at
all levels

Ability to work on own initiative and as part of a
team to produce required end results

Ability to apply knowledge to help resolve complex
and sensitive issues and communicate these
solutions effectively

Ability and willingness to travel to meet
requirements when necessary

KNOWLEDGE

Knowledge and understanding of spreadsheets
and database packages

Knowledge of project management

Working knowledge of data protection and freedom
of information legislation

Understanding of use of statistical data
benchmarking and use of performance indicators
Thorough knowledge and expertise in the use of
ICT

BEHAVIOURS

A flexible approach
Effective team player




