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Job Description: Joint Contracts Officer


Waverley is an ambitious authority, committed to being one of the leading Councils in the country at a time of major change by developing a high performing, highly engaged staff team to share the organisation’s values and deliver our corporate objectives.

	JOB DESCRIPTION

	Job title:
	Joint Contracts Officer


	Service:
	   Communications and Customer Services


	Team:
	ICT


	Location:
	The Burys, Godalming, Surrey, GU7 1HR/ Millmead House, Millmead, Guildford GU2 4BB


	Reporting to:
	Lead Specialist for ICT/IT Manager


	Responsible for:
	N/A


	OUR ORGANISATIONAL VALUES 

	Collaboration
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Description automatically generated with medium confidence]


	We know, work with and support one another. We collaborate with residents, businesses and partners and realise the potential of the Guildford and Waverley Collaboration. We empower ourselves and others.
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Description automatically generated with medium confidence]Wellbeing

	We look after our own and other’s wellbeing. We know it’s okay to talk to each other about anything we are struggling with. We stay resilient and raise any concerns we have.

	Trusted
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Description automatically generated with medium confidence]
	We abide by the Nolan Principles of Public Life: Selflessness, Integrity, Objectivity, Accountability, Openness, Honesty, and Leadership.

	Value for Money
[image: A black background with a black square

Description automatically generated with medium confidence]
	We spend public money wisely and carefully. We understand and follow our governance processes and raise any concerns with the right person. We celebrate successes and learn from mistakes.

	
Professionalism
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Description automatically generated with medium confidence]
	We provide professional advice and excellent service, we know our local areas and understand the communities we serve.  We listen to all concerns and ideas. We benchmark our performance and always strive to improve.


	
Principal purpose of the role

	The Contracts Officer, working in support of the Lead Specialist for IT (Guildford) and the IT Manager (Waverley), will be responsible for supporting all IT-related procurement activities and contract management.

This role will play a key part in ensuring that contracts for IT services, hardware and software are managed effectively. The post holder will support the IT service in delivering procurement activities efficiently, in conjunction with the central procurement team, ensuring they are completed in a timely manner, provide value for money for the councils, and meet the organisation’s technical requirements.

You will work closely with colleagues across the wider IT service, procurement and legal teams to ensure that IT procurements are undertaken in line with agreed governance processes and procedures. Acting as the main point of contact between ICT, procurement and legal, you will be responsible for ensuring that IT services are supported through the timely provision of appropriate contracts and services.


	Main duties and accountabilities

	· Monitor and track IT contract expiry dates to ensure procurement activities are planned and carried out in a timely manner 
· Work with IT colleagues to develop and document technical specifications to ensure procurements meet organisational objectives 
· Collaborate with procurement, legal and IT colleagues to support IT service procurement activities 
· Coordinate and manage all administrative aspects of IT service procurement in line with internal governance processes and procedures 
· Act as the primary business point of contact between the IT service and procurement teams 
Proactively identify opportunities to align ICT contracts and services between Guildford and Waverley, particularly in relation to contract renewal and expiry points
Responsible for managing the end-to-end procurement process, supporting IT managers to ensure budgets are approved, technical requirements are defined, and deadlines are achieved.
Business Continuity 
· Play a pivotal role in business continuity planning and should the need arise assist in ensuring business recovery of key service provision in a 24 hour window.
· Health and Safety
Comply with all Health and safety legislation for your area of work, ensuring that risks are identified, managed and monitored as required


	

Dimensions of the role

	Support with an estimated 20-50 procurements across the service annually
Monitor approximately 150 contracts across the service 
Responsible for managing multiple projects simultaneously in a fast-paced environment.


	
Areas of Accountability/Problem Solving – Decision Making / Scope for Impact

	· Strong attention to detail with the ability to analyse and interpret information and data to produce accurate reporting and well‑informed recommendations for IT managers and senior leaders 
· Excellent communication skills, with the ability to build and maintain effective professional relationships and work collaboratively to achieve desired outcomes 
· Ability to quickly understand processes, procedures and governance requirements, and identify the most effective ways of delivering within these frameworks
· Responsible for ensuring procurement deadlines are met and contracts are established within the required timeframes. 
· Provide guidance and advice to IT managers on procurement processes, procedures, and governance requirements. 
· Ensure the IT service complies fully with all procurement procedures and governance standards.


	Planning/Organising/Controlling

	· Organising and managing own workload in line with corporate priorities and agreed personal objectives
· Advising heads of service and assistant director
· Supporting the IT service to manage its contracts effectively
· Responsible for managing the service contract renewal plan, ensuring contracts are renewed and in place within required timelines.
· Responsible for overseeing the end-to-end procurement process within the IT service, collaborating with procurement and legal colleagues to deliver this effectively.


	Customers and Contacts

	Internal
Procurement 
Legal 
IT Teams 
Information Governance team 
Assistant Director and IT Managers
External
Suppliers 








	Service/Team Structure

	Please note as this is a joint role it appears in both team structures 

GBC IT Service Structure 
Resources Officer
GBC Grade 5

Lead Specialist – ICT 
GBC Grade 10

Service Desk Team leader
GBC Grade 6

Portfolio Manager
GBC Grade 9

Technical & Operations Manager
GBC Grade 8

Data and Applications Manager
GBC Grade 9

Information Assurance Officer
GBC Grade 8

Joint contracts officer 
Grade TBC
IT Caseworker
GBC Grades 2-4

Project Manager
GBC Grade 6

Specialist
GBC Grade 6

Specialist
GBC Grade 6-7










Infrastructure Officer
GBC Grade 5





WBC IT Service Structure
IT Manager
WBC Grade 3

Service Desk Technical officer
WBC Grade 7

GIS Analyst/Programmer
WBC grade 6

Analyst/Programmer
WBC grade 4-5
Project Manager
WBC Grade 4-6

Joint contracts officer 
Grade TBC
Service Desk Analyst
WBC Grade 9
IT Support Analyst (Cyber)
WBC Grade 6

Infrastructure Manager
WBC Grade 6

IT Trainer
WBC Grade 7

Information Manager
WBC Grade 5






Server and Desktop Officer
WBC Grade 7





PERSON SPECIFICATION

Candidates must be able to demonstrate, giving examples, all essential criteria marked as A, A/C or A/I within their application form to be shortlisted for this role.

	
	Person Specification

	
	Essential criteria
	How Assessed
	Desirable criteria
	How Assessed

	Qualifications/ Education / Training / Experience

	Educated to GCSE level (or equivalent)
	A
	Relevant professional qualification in IT, Procurement or related field
	A

	
	Proven ability of contract and procurement management practices 
	A/I
	A strong understanding of local government services and policy

	A/I

	
	A strong understanding of the ICT marketplace
	A/I
	Experience working with Local Government Procurement Regulations PA23.
	A/I

	Knowledge /Technical Skills

	Strong administrative skills, including planning, reporting, and monitoring of work areas
	A/I
	Experience of procurement and contract management within a local government setting
	A/I

	
	Knowledge of industry standards and best practice in ICT contract management 
	A/I
	Awareness of Safeguarding
	A/I

	
	Deep understanding of the IT supplier marketplace 

	A/I
	
	

	
	Strong Commercial skills to ensure the Councils achieve the best possible value and performance levels from all contracts.
	A/I
	
	

	Communication

	Ability to translate technical language into clear requirements 
	A/I
	
	

	
	Accuracy and attention to detail.
	A/I
	
	

	
	Ability to communicate with colleagues of all levels across the organisation 
	A/I
	
	

	Customer Service

	Understanding of and commitment to promoting equality and diversity in service delivery and employment.
	I
	
	

	Team Working


	Experience of working as part of a team
	A/I
	
	

	
	Strong interpersonal skills with the ability to influence and collaborate across services and evidence of building relationships with stakeholders
	A/I
	
	

	Managing self and others

	Ability to manage multiple tasks and deadlines simultaneously
	A/I
	
	

	
	Ability to influence and persuade senior manager decision making with clear, fact-based reasoning.
	A/I
	
	

	
	Ability to work decisively and effectively under pressure and with tight timescales
	A/I
	
	

	Can do approach / Achieving results

	Comfortable with change and able to respond quickly to business requirements
	A/I
	
	

	
	Ability to anticipate challenges and proactively develop solutions
	A/I
	
	

	
	Able to problem solve 
	A/I
	
	

	ADDITIONAL SPECIFIC REQUIREMENTS FOR THIS POST*


	For business continuity purposes you are required to have access to the internet at home via broadband on a PC, laptop or tablet.
	A
	
	



* Please note that Waverley Borough Council cannot guarantee to supply you with the provision of equipment such as laptop, tablet, mobile phone or pool vehicle

How assesed:

A =	Application CV/Personal Statement
C = 	Certificates/professional Registration
D =	DBS police check
E =	Exercise
I =	Interview
M =	Medical assessment



	
For Official Use only

	Job title:
	
	Post no:
	

	Service:
	
	JE score:
	301

	Team:
	
	Pay band:
	7

	Location:
	The Burys
Godalming, 
Surrey GU7 1HR
	Position type:
(if part time, working pattern)
	Full time
37 Hours/ Five day week


	Competencies:
(level 1 – 4)
	Communication:
	3
	

	
	Customer Service:
	3
	

	
	Team Working:
	3
	

	
	Managing Self and Others:
	3
	

	
	Can do approach/Results:
	3
	


	Reviewed By:
	
	Date:
	23/6/26DN

	Checked in:
	HR 
	Date:
	

	Last Updated:
	Add date
	Date:
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