Surrey Heath Borough Council
Role Profile

	Role Title:
	Senior Contract Manager

	Service:
	Recreation and Leisure Services

	Location:
	Surrey Heath House, Knoll Road, Camberley, Surrey. GU15 3HD

	Reporting To:
	Recreation and Leisure Services Manager




	Role Purpose:
Why the role exists and its contribution
	Have a senior and responsible role within the Recreation and Leisure Services Team making a highly positive contribution to the team and its broader duties.
As a Contract Manager, procure, oversee and manage the Councils key contracts around Grounds Maintenance and Leisure Services, ensuring that the Council receives value for money with performance being the key driver for success.   
Undertake contract management and client officer responsibilities in delivering grounds maintenance services on behalf of others.
Working with colleagues to ensure that all Council owned Grounds maintenance data sets of assets are updated to allow service standards, future bills of quantity and fault reporting can be done accurately.



Main Duties and accountabilities
	Knowledge and Expertise
	· The postholder must have an excellent understanding of contract management and performance management, ideally holding a recognised qualification in contract management.
· Demonstrate confidence in negotiation, the ability to make quick decisions and pursue and address poor standards
· To keep accurate records and to ensure work requiring rectification has been actioned
· A good understanding of GIS and how it can be used in the administration of, in particular, grounds maintenance contracts.
· Experience of delivering high profile services in a public sector environment. 
· Experience of tendering complex contracts
· Experience of mobilisation and de-mobilisation of contracts



	Relations with People (Internal & External)







Creativity & Innovation




Financial Accountability




Impact upon the Organisation & the Community

Management & Supervisory Responsibilities

Initiative & Independent Action



Health and Safety



Continuous Professional Development


General
	· To act as an ambassador for the Council, demonstrating the Council’s Core Behaviours and working in a positive manner at all times 
· Interact and communicate effectively with stakeholders including  Councillors, senior officers, contractors, colleagues and the public involving matters that may be highly sensitive and have tight deadlines.
· Oversee the contractors programme of works to ensure that any  statutory works or health and safety issues being dealt with as a priority
· Liaise with Leisure and the in-house Greenspace Team on a daily basis 
· Interact with private land owners where appropriate
· Interact with a variety of external contractors when required to ensure prompt appropriate action
· Communicate effectively with members of the public
· Provide clear verbal and written instructions to contractors.


· To be confident working to find solutions that address concerns, solve situations or deliver an improved level of service or performance.
· Be aware of industry standards and what other providers are doing to allow for comparison and in turn best practice to be adopted.
· Work with contractors to ensure that their work programme is amended to reflect changing demands, enabling a focus on any problem areas as and when required.


· Undertake all related contract administration including payment of invoices and issuing of rectification and/or financial penalty notices as required
· To manage all contract key performance indicators and ensure that the council receives value for money and that all contracts provide excellent service delivery.
· Monitoring financial forecasts for expected expenditure and reporting any variance and need to vary the forecast (e.g. energy benchmarking)

· Respond promptly to complaints or issues raised by residents or other bodies
· Ensure that the contractor responds to customer queries/complaints in a timely fashion

· To oversee and manage all aspects of health and safety related to the contracts you manage including investigating and addressing accidents and/or incidents of poor service delivery.
· There is no direct management responsibilities with this role.


· Working independently on a day to day basis solving problems without supervisory input.
· Develop and manage the key performance indicators across a range of contracts and ensure these are fulfilled.
· Respond in a timely manner to councillor enquiries and customer complaints that are escalated from the contractor.

· To be fully aware of and keep up to date with appropriate legislation 
· To be fully aware of own safety when working as a lone operative
· To ensure the Contractors carry out risk assessments and are managing health and safety as appropriate.




· To keep abreast of economic, legislative, political, social and technical developments impacting on the service. 
· To maintain professional development (CPD) and attend corporate training as required.

· To be prepared to work outside normal hours ( including on occasions evening and weekends) as operations require
· To work effectively with all colleagues across the business service team and the council
· To work in a flexible manner when team requirements dictate.
· To undertake other roles, responsibilities and duties commensurate with the level and expectations of this post which may be required from time to time.


	Customers and contacts

	IMPORTANT INTERNAL RELATIONSHIPS: 
Recreation and Leisure Services team, Greenspace Team, Elected Members, Parking Services, Environmental Health, Investment & Development, ICT and GIS Team, Contact centre, Procurement and Legal. 
IMPORTANT EXTERNAL RELATIONSHIPS:
Surrey Heath Borough Council Contractors, Residents of the Borough, Parish Councillors, County Councillors, Housing Associations, Land owners, Developers, Leaseholders and Police






Role Title
Person Specification

	Qualifications and Training
	Essential (E) or Desirable (D)
	Application
	Interview/
Assessment

	Educated to A level or above
	E
	A
	

	Health and Safety qualification (IOSH or equivalent)
	D
	A
	I

	Contract Management qualification (CIPFA or equivalent )
	D
	A
	

	
Knowledge and Experience

	
	
	

	Significant contract management experience
	E
	A
	I

	Analytical skills, with the confidence and ability to make quick and sometimes difficult decisions
	E
	A
	I

	Understanding of the importance of data record keeping and the use of GIS in contract delivery
	E
	A
	I

	Knowledge of working in the public sector
	D
	A
	I

	Experience in working on procurement processes to ensure that the best value and high quality contracts are secured.
	D
	A
	I

	Health and safety qualification IOSH or equivalent
	D
	A
	I

	Aware of own Health and Safety
	E
	A
	I

	Must be aware of (and be able to apply) Health and Safety expectations for equipment and operatives working in a public environment 
	E
	A
	I

	Must be competent at undertaking risk assessments
	E
	A
	I

	Effective use of IT and knowledge of standard software
	E
	A
	I

	
Skills and Relations with People

	
	
	

	Experience of working in a customer facing role, presenting a professional and competent image at all times.
	E
	A
	I

	Ability to express ideas or facts clearly and to persuade and influence people diplomatically in managing colleagues, clients and councillor expectations
	E
	A
	I

	Excellent team player with a flexible approach and a ‘can do’ attitude
	E
	A
	I

	Demonstrate a flexible approach to managing contracts to secure a continual drive towards service excellence. 
	E
	A
	I

	Communicate effectively with  internal colleagues, managers and councillors to keep them well informed.
	E
	A
	I

	
Creativity and Innovation

	
	
	

	Proven ability to plan and change work programmes and routines as environment and work pressures dictate.
	E
	A
	I

	Identify and implement new and improved methods of contract monitoring and data capture, ensuring best practice is adopted wherever possible.
	E
	A
	I

	
Financial Accountability

	
	
	

	Proven financial administration of largescale contracts (in excess of £500k per annum) 
	D
	A
	I

	Apply your experience to drive added value out of the contracts and/or be able to identify savings as necessary
	D
	A
	I

	
Impact upon the Organisation and the Community

	
	
	

	An understanding of the impact that the standard of the contract delivery has on our wider community and the importance of effective operation and efficiency. 
	D
	A
	I

	
	
	
	

	
Management and Supervisory Responsibilities

	
	
	

	To work independently and as part of a wider team 
	E
	A
	I

	
Initiative and Independent Action

	
	
	

	Ability to work on own initiatives whilst being prepared to support colleagues operating in different work areas 
	E
	A
	I

	Generate confidence and support of both internal and external partners.
	E
	A
	I

	Always represent the authority with positivity and with the enthusiasm to drive forwards the effective operation of the Council’s contracts and priorities
	E
	A
	I

	
Additional Requirements

	
	
	

	Must be prepared to work outside normal hours as and when required
	E
	
	I

	Must have access to a vehicle and have the ability to travel regularly to different parts of the Borough.
	E
	A
	

	The nature of the role will incur varied starting and finishing times
	E
	
	I

	
	
	
	



129

