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	Job Title:
	Contract Support Officer

	
	Service Area:
	Corporate Services

	
	Team:
	Procurement and Contract Management

	
	Salary:
	Band 4 (SCP 12 to 17) pro rata
2.5 days a week



		Job Description

Main Purpose of Job:
To provide administrative support to the Contract Management Team in the delivery of key services for residents and visitors of East Suffolk such as waste and recycling and street cleansing. To maintain all records and documentation relating to East Suffolk’s Waste and Public Realm service with our key partners and co-ordinate the investigation and response to complaints for this area.
Our Values
You will be expected to work in line with our values which are:
	Proud - Believing in who we are, what we do and where we live

	Dynamic - Transforming the future with you in mind

	Truthful - Honest and clear in all we do

	Good Value - Delivering outstanding services, smartly & economically

	United - Whoever we work with, we work as one team



Key Responsibilities:
1. To request regular project updates from the Contract Management Team (CMT), review and report on associated timelines.
2. To liaise with the CMT and contractor on issues of service delivery, contamination issues and various waste management objectives, in order to ensure compliance and effective service delivery.
3. To deal professionally with regard to issues relating to complaints on service delivery and compliance with recycling and waste management issues directly with the customer and contractor.
4. Collating service data and producing performance reports and drafting of improvement plans. 

5. Setting up meetings, producing agendas and document agreed actions for projects.
6. Drafting letters to residents regarding waste services.
7. Supporting contract management and KPI delivery.
8. Signposting officers in other teams to the correct information.
9. Checking and responding to emails in the operations inbox, including customer complaints and managing the booking system for community litter picks.
10. Document version management.
11. Supporting and assisting in the development of CMT systems and procedures.
12. Attending events in a support capacity, such as the Suffolk Show and First Light Festival.
13. Undertaking regular audits of documentation to ensure best practice.
14. Raising invoices and creating Purchase Orders
15. Day to day management of the CMT budgets.
16. To undertake such other duties as may reasonably be required compatible with and/or arising from those listed above.
17. To promote and adhere to the workplace values of our organisation.

Line Manager: Procurement and Contracts Manager
Responsible for: N/A

Political Restriction: 
This post is not politically restricted.

Note:	This is a description of the job as it is constituted at 22 August 2023 but, as the organisation develops, it may be necessary to vary the duties and responsibilities from time to time.  It is the practice of the Council to periodically review Job Descriptions to ensure that they relate to the job as being performed or to incorporate whatever changes may be necessary.  It is the Council’s aim to reach agreement to such reasonable changes with the postholder but if agreement is not possible the Council reserves the right to insist on changes to the Job Description after consultation with the postholder.

Person Specification
	
	Essential
	Desirable

	Knowledge and Experience
	· Managing projects.
· Understanding and interest in administrative processes and procedures.
· Organising and prioritising a varied workload.
· Relevant administrative experience working within a team. 
· Experience of Microsoft Office and working in an office environment.
	· Knowledge of regulations affecting local government.
· Experience of working in a political environment.
· Basic understanding of the Council’s duties in waste, recycling and public realm management.

	Skills and Abilities:

	· Effective organisational and time management skills to work to deadlines.
· Confidence and capability in working within a remote team environment, with a proven ability to build and maintain strong professional relationships with colleagues.
· Able to work to high levels of accuracy and excellent attention to detail.
· Good report writing skills
· Good IT skills- confident using a range of computer systems including Excel.
· Great communication skills
· Numeracy – able to record numerical data and perform basic arithmetical functions.
· Ability to compile and analyse statistical information.
	· Presentation skills.
· Ability to identify problems, suggest and implement solutions.


	Education and Training
	· Educated to NVQ Level 3 (or equivalent) or relevant knowledge and experience
	· Further education within a relevant field or associated subject.

	Other Requirements
	· A commitment to own development and to supporting training and development initiatives.
· Flexible approach to work.
· Confident and courteous manner, both in person and on the telephone.
· Conscientious.
· Adaptable to the various duties of the post.
· Contribute to the development of good working relationships within the team.
· Promote a positive communication across the organisation and our contractors, encourage constructive relationships and develop staff feedback methods.
· Willing to travel between Council offices on occasion.
· Promote and adhere to the workplace values of our organisations.
	· Knowledge of Council services.
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