MORAY COUNCIL
JOB DESCRIPTION

	(1) JOB IDENTITY

	POST TITLE:  
	Commissioning
Co-ordinator
	DEPARTMENT:  
	Adult Commissioning

	
	
	
	

	SECTION:
	Adult Commissioning
	LOCATION :   
	HQ / Hybrid

	
	
	
	

	REPORT TO:


GRADE:  
	Senior Commissioning Officer

7

	POST NO:
	MOR12296



	(2) JOB PURPOSE AND WAY OF WORKING

	To provide a comprehensive support function to the Commissioning Team around the external contracts and monitoring of commissioned services.



	(3)  MAJOR  TASKS

	3.1
	To co-ordinate and provide an outcomes monitoring service for commissioned services.

	3.2
	To co-ordinate and provide performance reporting.

	3.3
	To provide support during the tendering of services.

	3.4
	To provide generic duties around commissioning activity.

	3.5
	Supervise business support staff as appropriate.

	3.6
	Participate in the Council’s employee review and development programme.


 
	(4)  REPORTING RELATIONSHIPS     This job is indicated by *

	

	Service Manager

	
	

	Senior Commissioning Officer

	
	

	Commissioning Co-ordinator *

	



SIGNATURES AND ADMINISTRATION ONLY
	Author’s Signature:


	Validator's Signature:
	Date:

	Postholder’s name:


	Signature:
	Date:

	Supervisor’s Name:


	Signature:
	Date:






	



(5)  DUTIES TYPICALLY INCLUDE

	
	

	5.1
	To co-ordinate and provide an outcomes monitoring service for commissioned services.

	
	

	5.1.1
	Develop and maintain a comprehensive commissioning database, which includes contracts, with schedules for renewal and progress reporting.

	5.1.2
	Lead in meetings with providers for quality and outcomes monitoring, recommending amendments required to contracts in response to changing needs.

	5.1.3
	Develop and maintain effective systems for document and information management, and management reporting: ensuring that links are made with relevant departments, colleagues and external agencies.

	5.1.4
	Research information, compile data and write reports and correspondence as required.

	5.1.5
	Develop improvement action plans with external providers.

	5.1.6
	Co-ordinate provider contract reviews.

	5.1.7
	Conduct on-site monitoring visits with external providers.

	5.1.8
	Co-ordinate and process the provider returns in relation to contract monitoring and outcomes monitoring.

	5.1.9
	Assist in the ongoing development of the outcomes monitoring system.

	
	

	5.2
	To co-ordinate and provide performance reporting.

	
	

	5.2.1
	Co-ordinate the collation of commissioning performance information and follow up any discrepancies before interpreting and reporting to the appropriate member of staff.  

	5.2.2
	Maintain and develop the comments, complaints and incidents databases for external service reporting and provide reports from these as required.

	5.2.3
	Develop and maintain key databases; be able to interrogate and analyse information and produce analytical reports.

	5.2.4
	Develop and implement business processes and flow charts.

	5.2.5
	Liaise and advise staff members with regard to the performance of commissioned services. 

	
	

	5.3
	To provide support during the tendering of services.

	
	

	5.3.1
	Meet regularly with team staff to discuss operational issues and to ensure effective communication.

	
	

	5.4
	To provide generic duties around commissioning activity.

	
	

	5.4.1
	Be proficient in a variety of software packages, including Word, Excel, and PowerPoint according to the requirements of a particular task.

	5.4.2
	To be able to produce comprehensive reports interpreting and translating data in a variety of formats to meet the needs of a variety of stakeholders.

	5.4.3
	Research information and compile data to enable the completion of reports and the preparation of responses to queries.

	
	

	5.5
	Supervise business support staff as appropriate

	
	

	5.5.1
	Provide supervision and guidance to staff.

	5.5.2
	Co-ordinate workload and operational day-to-day duties.

	5.5.3
	Supervise the co-ordination/organisation of the internal and external meetings as and when required.

	
	




	
	

	5.6
	Participate in the Council's employee review and development programme.

	
	

	5.6.1
	Suggest ways to raise standards of performance and efficiency and be aware of personal training requirements.

	

	
The above is intended to provide a clear but concise statement of the MAJOR TASKS and ACTIVITIES that will normally be expected of this post.  It is not an exhaustive list of all its detailed duties and the post holder will be required to undertake other duties that are within the scope of this post.

The post may develop with changing working methods and the need to address Service priorities, therefore the duties detailed will be subject to reasonable change.





20 Commissioning Co-ordinator 			
MORAY COUNCIL
PERSON SPECIFICATION

POST:  					Commissioning Co-ordinator
DEPARTMENT: 				Adult Services Commissioning 
DATE SPECIFICATION COMPLETED:	21/04/2026
PREPARED BY:	Service Manager with responsibility for Commissioning

	ATTRIBUTES
	ESSENTIAL
The minimum acceptable levels for safe and effective job performance
	DESIRABLE
The attributes of the ideal candidate

	(1) Experience


	· Extensive administrative experience including supervision of staff, figure work, data entry, word processing, composing letters/reports, minute taking, record keeping and filing
· Experience of providing management information using IT.
· Experience of working in a busy office environment using relevant technology and equipment e.g. photocopier, email, Intra/Internet
	· Previous experience in Local Government and/or a Social Work team and/or an educational establishment or equivalent setting
· Experience of working within an environment that provides social care services to adults
· Experience in a commissioning environment

	(2) Education & qualifications *
	· HNC (business, administration or management subjects) or equivalent *
· 4 SQA National 5 grades or equivalent at level 3 or above including English and Maths *
· Recognised qualification for word processing, e.g. ECDL or equivalent *
· Recognised qualification for spreadsheets, e.g. ECDL or equivalent *
	· HND/Diploma or SVQ Level 4 in relevant subject
· Knowledge of shorthand

	(3) Skills/abilities (general)
	· Ability to provide support and supervision to colleagues
· High level of accuracy in work
· Ability to prioritise own workload
· Ability to use initiative in day to day tasks
· Ability to participate as a team member
· Effective written and oral communication skills
· Ability to deliver a high level of customer care
· Effective organisational and time management skills
· Self confident and self motivated
	· Ability to develop efficient office systems and practices
· Ability to prepare budget monitoring and maintain financial records

	(4) Skills/abilities (specific to the post)
	· Ability to listen and accurately minute details of meetings
· Possession of excellent analytical, evaluative, creative and decision making skills
· Problem solving and analytical skills
· Effective negotiation and planning skills
· Appreciation and acceptance of, and commitment to the importance of confidentiality
· Significant experience of operating software applications including Word, Excel and PowerPoint
· Ability to demonstrate good literacy and numeracy skills
· Ability to identify and suggest improvements
· Flexible and adaptable
· You may need to travel efficiently and effectively between various work locations within Moray to meet the operational requirements of the Service.  Due to the rural nature of Moray this is normally undertaken by use of a car*
	· Knowledge of Council policies and procedures
· Knowledge of CareFirst
· Knowledge of social work services
· Knowledge of commissioning activities




	ATTRIBUTES
	ESSENTIAL
The minimum acceptable levels for safe and effective job performance
	DESIRABLE
The attributes of the ideal candidate

	(5) Inter-personal and social skills
	· Understanding of and ability to demonstrate key inter-personal skills on the telephone, by email and face to face
· Willingness to accept direction/delegation
· Ability to develop effective working relationships
	

	(6) Working environment & physical demands
	· Ability to work in an open plan/shared office
· Flexibility to meet the needs and demands of the service
· Flexibility to working remotely and in the office to meet the needs of the service, 
· Ability to work in different offices depending on the needs of the service
· Ability to work under pressure whilst meeting deadlines
· Capacity to deal with some emotionally difficult and sensitive situations
	


* Candidates will be required to show these documents if invited to interview

Satisfactory Disclosure Scotland check required?					YES/NO
Membership of Protecting Vulnerable Groups Scheme (Working with Children)		YES/NO
Membership of Protecting Vulnerable Groups Scheme (Working with Vulnerable Adults)	YES/NO
Satisfactory pre-employment medical screening required?				YES/NO
