Job Description

(This is a description of the job as it is as present constituted.  It may be necessary, from time to time, to update job descriptions to ensure that they relate to the job as then being performed.  Therefore, management reserve the right to make changes to your job description, commensurate with your grade/level in the organisation, after consultation with you).
	Post Title:
	Contracts Officer

	Post Reference:
	

	Reports to
	Head of External Funding & Contracts

	Department
	External Funding & Contracts

	Grade
	Points 22-25

	Contract
	Full time, Permanent

	Location
	Sunderland College Campus



OVERALL PURPOSE
To coordinate the delivery of the end to end supply chain management process, for both inward and outward subcontracting from procurement, contracting, quality, finance, risk, audit, funding compliance and assurance. 

ROLE PURPOSE

	· To ensure the accurate, timely submission of data and returns from supply chain partners and to primes, following up non-compliance issues, ensuring up-to-date records are stored and robust evidence is held to substantiate all funds claimed and paid.

· To ensure the smooth co-ordination and maintain accurate up-to-date information relating to procurement activities including tender submissions, evaluation and clarification questions.




KEY ACCOUNTABILITIES 
	Funding and compliance
· To provide regular updates to the Head of External Funding & Contracts on work in progress and key risks.
· To accurately monitor and report on the performance of subcontracted in and out delivery with a key focus on timely achievement, compliance and financial earnings to maximise performance.
· To analyse, monitor and report on KPIs on a weekly basis, to ensure performance is maximised, swift remedial action taken to minimise risk and key issues are reported immediately.
· Ensure all subcontracted staff are fully approved and trained before commencing delivery including DBS, Safeguarding, Prevent, British Values, Health & Safety, Equality & Diversity and accurate, up-to-date records are maintained centrally.
· To proactively identify and monitor risk associated with both subcontracted in and out delivery recording any risks on the central risk register.
· To act as the ‘single point of contact’ and support for all areas within the team’s remit, providing an exceptional level of expertise and service including advice, guidance and support both internally and externally.
· Actively promote best practice and CPD opportunities to supply chain partners ensuring compulsory CPD such as safeguarding is up to date and recorded centrally.
· To coordinate on both inward and outwards subcontracts and time bound projects to ensure full compliance with contracts, funding rules and earnings are maximised.
· To maintain up-to-date and accurate monthly finance and forecasting data including contract values, performance and invoicing, ensuring invoices are issued to supply chain partners by stipulated deadlines.
· To lead the coordination of the Supply Chain Procurement process which may take place at multiple points throughout the year.
· To maintain exceptional relationships both across college and externally to develop mutually beneficial partnerships and collaboration.
· To ensure the successful completion of both internal and external audits and compliance checks by maintaining accurate and up-to-date records in line with funding rules and internal college policies and providing accurate, compliant evidence to auditors as required.
· To work closely with the Finance team to ensure accurate forecasting and invoicing, timely payments to supply chain partners and timely accurate invoicing and payment from primes.
· To ensure accurate and timely data analysis both financial and quality utilising key college systems such as ProAchieve to ensure queries are quickly explained/resolved and data corrected where needed.
· To ensure quality visits by curriculum (including unannounced) are scheduled for the whole year and accurate central records are maintained of both planned dates and visits including minutes of meetings and the central actions log.
· To ensure the accurate and timely submission of evidence to substantiate funds claimed from primes.
· To undertake offsite visits to supply chain partners’ and primes where required.
· To ensure supply chain partners are fully trained in key areas such as paperwork submissions and understand the college requirements in key areas including quality, funding compliance and data.
· To ensure wherever possible, digital solutions are used to streamline processes and maximise efficiency.
· To ensure the accurate and timely submission of returns to the ESFA as required including subcontractor declarations.
· To ensure accurate and timely publication of supply chain information including funds paid and retained and the supply chain fees policy
· To ensure accurate, up-to-date and timely issue of contracts, that they are signed and dated prior to delivery commencing and stored electronically in the central supply chain folder.
· To ensure the robust validation of enrolment information including Apprenticeships and proxy evidence prior to enrolment into the college system
· To ensure ownership of all externa funding and contracts related activities, ensuring the relevant areas of the Group – curriculum and business support - are consulted and issues are resolved in a timely manner.
· To maintain robust tracking systems for the submission of evidence into the Group’ systems and ensure it is processed in a timely manner.
· To ensure timely follow up of passed planned end dates and completed unknowns, maintaining accurate records of progress and reasons for continuing beyond planned end date.
· To ensure accurate timetabling of provision, which fulfils funding rules, for example study programme conditionality and stipulated funding bandings.
· To monitor the procurement portal for submissions, clarification questions and co-ordinate responses.
· To disseminate roles and deadlines to key individuals who have a role in the evaluation of tender submissions and report on progress.
· To maintain accurate, well organised and timely records of all procurement activity including submission, evaluation and awards for accountability and audit purposes
· To support the accurate and timely preparation of management information and reporting.

General
· To act with integrity and urgency in all areas of work, to build the Group’s reputation as a partner of choice to external stakeholders.
· To ensure that the highest standards of professional performance are maintained.
· To follow the correct policies and procedures for all aspects of work.
· To work as part of a team and sharing expertise and best practice.
· To take responsibility for own self-development ensuring appropriate levels of expertise are maintained in key areas such as funding, compliance, quality.
· To have due regard and take appropriate responsibility for PREVENT and the safeguarding and promotion of the welfare of children and/or vulnerable adults.
· To uphold British Values, the college values and responsibilities with regard to equality and diversity. 
· To understand and adhere to college Health and Safety policies and guidelines ensuring compliance with statutory legislation. 
· To undertake such other duties as are reasonably allocated either permanently or from time to time.
· To work at any of the College sites on a temporary or indefinite basis.
· To undertake local travel, as and when required.
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PERSON SPECIFICATION – Job Title Post Reference: 

	
	ASSESSMENT METHOD

	
	Essential
	Desirable
	
	Certificate
	Application Documents
	Reference
	Selection Process

	Qualifications
	
	

	Level 3 qualification  
	
	
	
	
	
	
	

	Numeracy and Literacy qualifications (At least Level 2)
	
	
	
	
	
	
	

	Up to date Continuous Professional Development
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Experience 
	
	
	
	
	
	
	

	Experience of working within a funding and compliance role in the further education sector 
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Skills and Understanding
	
	
	
	
	
	
	

	Contemporary understanding of the further education funding rules which relate to area of responsibility
	
	
	
	
	
	
	

	An understanding of the wider external FE environment, which the college operates, including emerging policy developments relating to area of work. 
	
	
	
	
	
	
	

	Excellent communication and interpersonal skills
	
	
	
	
	
	
	

	Excellent record keeping and organisational skills
	
	
	
	
	
	
	

	Time management (ability to work to deadlines)
	
	
	
	
	
	
	

	Ability to efficiently plan and robustly manage own work, leading on key areas on behalf of team, ensuring objectives and deadlines are met. 
	
	
	
	
	
	
	

	Ability to work independently, use initiative and problem solve
	
	
	
	
	
	
	

	Competent in using Microsoft Office including Word, Excel and Outlook
	
	
	
	
	
	
	

	Competent in use of college systems including pro-achieve, pro-solution 
	
	
	
	
	
	
	

	Competent in data analysis including funding and quality, with the ability to produce accurate, concise reports
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Personal Attributes
	
	
	
	
	
	
	

	Suitable to work with children and young people
	
	
	
	Criminal records check via DBS
	
	
	

	Ability to work under pressure and to strict deadlines
	
	
	
	
	
	
	

	Flexible and adaptable approach to work, to meet business need
	
	
	
	
	
	
	

	Team worker
	
	
	
	
	
	
	

	Drive and enthusiasm
	
	
	
	
	
	
	

	Ability to work collaboratively with key teams across college, building and maintaining constructive relationships 
	
	
	
	
	
	
	

	Relates well to all stakeholders with ability to build and maintain positive, collaborative relationships.
	
	
	
	
	
	
	

	Ability to act professionally at all times and uphold the Group’s values.
	
	
	
	
	
	
	

	To take appropriate responsibility for PREVENT and the safeguarding and promotion of the welfare of children and/or vulnerable adults.
	
	
	
	
	
	
	

	To uphold British Values, the Group’s values and responsibilities with regard to equality and diversity.
	
	
	
	
	
	
	

	To understand and adhere to the Group’s Health and Safety policies and guidelines ensuring compliance with statutory legislation. 
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