INTEGRATED SERVICES PROGRAMME

Draft JOB DESCRIPTION

	POSITION:
CONTRACTS & PARTNERSHIP MANAGER

LOCATION:
ISP CENTRAL OFFICE




1.
Aim of Post:

· To take the lead in responding to all tenders
· Work with Operations Director, Finance, Centre Managers and Referrals Team to devise structures to identify all contractual obligations
· To establish a Quality Assurance system for contractual monitoring and reporting information which is outcomes focused and lead on implementation and monitoring
· To nurture new business relationships and partnerships
2.
Principal Responsibilities:
2.1
Tenders

· Detailed reading of Service Specifications and Contracts, giving informed advice as to whether or not to proceed.

· Identification of any need for legal consultation and make arrangements accordingly
· Writing ISP’s Pre Qualification Questionnaire and Tender Bids.


2.2

Contracts
· Taking the lead in monitoring contractual arrangements; ensure ISP is compliant and alert Directors regarding any risks that ISP may be in danger of incurring penalties
· Liaising with Finance, Centre Manager and Referrals Departments regarding fees agreed with individual Local Authorities and Local Authority Consortia

2.3

Quality and Improvement
· To Quality Assure and analyse the monitoring information relating to contracts sent to Local Authorities by ISP
· Analysing monitoring information relating to outcomes
· Analysing information in relation to ISP’s internal performance

· Highlighting good practice and areas for improvement in order that we retain high standards in providing care for children and young people

2.4

Business Development
· To forge relationships with Senior Commissioning Managers in Local Authorities
· Researching the strengths and need of Local Authorities through websites, gaining holistic view of ISP’s customers
· Keeping abreast of the on-going development of Local Authority Consortia and promote ISP as a ‘best value’ provider of multi-disciplinary, therapeutic foster care
· Contributing to ISP’s Development Plan and Diversification
3.
Working Relationships:

· Reporting to the Operations Director

· Working with Directors, Managers, Staff, Carers and Children across the organisation

· Working with outside agencies as required

CONTRACTS & PARTNERSHIP MANAGER

PERSON SPECIFICATION

· Experience of commissioning tenders


for Local Authorities or experience of working


with Local Authorities in tendering processes


Essential

· Experience of working with Contracts and a sound

knowledge of legal requirements pertaining to them

Essential

· Experience of using a Total Quality Management


System and ability to analyse information gathered

Essential

· Experience of working in the Social Care Sector

(Children’s Services)





Essential

· Working knowledge of relevant Acts and Regulations


(National Minimum Standards etc) applicable this 

Sector







Essential
· Diplomacy skills






Essential

· Presenting as a professional at all times


Essential

· Ability to work alongside other professionals in a 


multi-disciplinary setting





Essential

· Flexibility






Essential

· Good communicator





Essential

· Attention to detail





Essential

· Sense of Humour





Essential
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