JOB DESCRIPTION

Title CONTRACTS ASSISTANT
Post Number: 7351                                                              



Department: Community Learning & Commissioning

Division: Children & Young People

Section: Access to Resources
1. Job Purpose & Objectives

The Access to Resources team provides a single point of referral offering advice, support and guidance on a range of services for children, young people and families. The team is responsible for the commissioning, monitoring and brokering of services for children, young people and families and ensuring that services meet the required standards to ensure effective delivery and value for money. 

The post holder will provide administrative contract support to the contracts sub-team within the Access to Resources Team. They will be responsible for the creation and administration of children and young people’s contracts, responding to basic queries, collating data, maintaining spreadsheets and liaising with internal and external colleagues on a daily basis.

2. Main Duties & Responsibilities

	Main Duties & Responsibilities*
	Frequency

	To be responsible for creating and administering children and young people’s Contracts.
· 
	Daily 

	To answer basic contractual queries from internal and external colleagues.
· 
	Daily

	To prepare documents for meetings, take minutes attend team meetings, produce and distribute accurate minutes and distribute post.
· 
	Daily

	To use electronic purchasing systems.
· 
	Daily

	· To undertake administrative duties including filing, scanning, printing, coordinating mail outs and collating basic reports. 


	Daily

	To collate and manipulate data from various spreadsheets.


	Weekly

	To communicate with internal and external colleagues by telephone, letter and email.

	Daily

	· To ensure data collection systems are maintained with accurate and up to date information.

	Daily

	· To coordinate staff workstation assessments for the team.

	Monthly

	To use local databases including RAISE Children’s Information System and Tribal SEN module.

	Daily

	· To take accurate telephone messages, dealing with enquiries from professionals as they arise.

· 
	Daily

	To deal with sensitive data and ensure that confidentiality is maintained at all times including using secure filing and email systems and ensuring that files securely locked away overnight.


	Daily

	To set up and maintain manual and electronic filing systems for the service ensuring data accuracy, confidentiality and security. This includes archiving.


	Daily

	To manage diaries including arranging and accepting meetings and room bookings using the Outlook calendar system.


	Daily

	To assist with LAC placement finding i.e. anonomising documents, contacting providers and sending secure emails.


	Monthly

	· Any other duties as are within the scope, spirit and purpose of the job as requested by the line manager or head or department.


	


3. Supervisory / Managerial responsibility

Not Applicable 

4. Communication/Contacts

	Who does the post holder have contact or have a relationship with? *
	Why are they contacted, what is the purpose of the contact?
	How often does the contact occur? Daily, Weekly, Monthly, Quarterly, Annually

	Line Manager
	The line manager will support the post holder to prioritise work, give informal guidance, training, coaching and day to day supervision.


	Daily

	Access to Resources Team members
	The post holder will carry out administrative support duties for the team and give and receive general coaching and guidance.


	Daily

	Children’s Social Care & SEN Teams


	The post holder will obtain information for contracts and resolve basic queries.


	Daily

	External Providers


	The post holder will dispatch contracts, letters, provide information, obtain documents and follow up outstanding items.


	Daily

	Contracts Officers
	The contracts officers will pass work directly to the post holder including drawing up contracts, minute writing, data collection & manipulation and booking meetings.


	Daily

	Other Local Authorities
	The post holder will give information on children placed in other boroughs.


	Weekly

	Other council departments
	The post holder will liaise with HR, payroll, IT, Creditor payments, Procurement, Post room, Reception, Financial Services and the Health & Safety department.
	Daily


5. Career Path linked to this post

Not Appropriate

	Business Unit/ School
	Example Person Specification







NB: The aim of the job description is to indicate the general purpose and level of responsibility of the post. Please be aware that duties may vary from time to time without changing their character or general level of responsibility. Duties may be subject to periodic review by the Business Unit Head or nominated representative (in consultation with the postholder) to reflect the changing work composition of the business.





This is an outline job description only and the post holder will be expected to undertake the duties commensurate within the range and grade of the post or any lesser duties as directed by the Head of Business Unit.








