EAST SUSSEX COUNTY COUNCI[image: ]L JOB DESCRIPTION
Job Title: Contract Support Officer
Department: Business Services
Grade: Single Status 7
Responsible to: Contract Officer
Purpose of the Role:
The Property Contracts Management team deliver a range of essential Facilities Management (FM) services to schools, academies and corporate buildings. Delivering excellent customer service and robust management of contracts is at the heart of what we do. 
This role is responsible forsupporting the Contract Officers in the day to day administration of contracted services, monitoring standards in line with contract arrangements and liaising with service providers and customers. You will also support on aspects of supplier performance and the mobilisation of services, both to existing and new customers.
This role requires provision of general business and technical support to the property service as required, ensuring the support is effective, contributes to meeting local priorities and applies corporate policies and standards.
Key tasks:
1. Complete audits and KPI checks on contracted services
2. Assist in the review of service inspections and improvement plans
3. Maintain effective and efficient systems for up to date site contract compliance
4. Assist in the efficient resolution of service issues, maintaining good communications with customers
5. Assist with monitoring reports of all site visits and conduct site audits
6. Process, reconcile and pay invoices
7. Record and produce monitoring reports of all visits and matters arising
8. Produce and update financial reports and records. Assist the team with performance data and reports.
9. Work with Senior and Contract Officers in managing the customer relationship.
10. Monitor and manage supplier performance, typically through conducting site and service audits using an agreed system and provide support with introducing variations to contract.
Recognising that ESCC is a large organisation with a number of over-arching priorities extending to all areas of our work, you should be aware of these Council priorities and proactively seek appropriate opportunities in your work/service area to contribute, in consultation with your line manager; in particular, but not limited to:
· Energy efficiency – explore ways to reduce the environmental impact and energy consumption of your work.
· Equality, Diversity and Inclusion – contributing to an inclusive and supportive working environment.
· Making the best of our resources - ensuring awareness of the impact of what you do to maximise the use of public monies.
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PERSON SPECIFICATION
Essential key skills, abilities, knowledge, experience, values and behaviours
1. Ability to understand service needs and work with others to improve customer service.
2. Communication skills with the ability to produce detailed written reports on technical matters for a broad audience with the ability to build sound relationships with customers.
3. Financial and commerical awareness, including commercial contracting.
4. Organisation skills with the ability to meet targets and deadlines.
5. Analytical skills with a methodical approach to information gathering, recording and reporting.
6. Ability to use  Microsoft word, Excel and PowerPoint.
7. Working knowledge of project management methods.
8. Knowledge of systems and procedures used to manage performance.
9. Ability to understand contracted service needs.
10. Previous work experience in a related field.
11. Experience of maintaining business processes and systems.
12. Experience of delivering excellent levels of customer service.
13. Team player.
14. Committed to professional development.
15. Committed to equal opportunities.
16. Ability to meet the travelling requirements of the role.
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Health & Safety Functions
This section is to make you aware of any health & safety related functions you may be expected to either perform or to which may be exposed in relation to the post you are applying for. This information will help you if successful in your application identify any health-related condition which may impact on your ability to perform the job role, enabling us to support you in your employment by way of reasonable adjustments or workplace support.
	Function
	Applicable to role 

	Using display screen equipment 
	Yes

	Working with children and/or people with care and support needs
	No

	Moving and handling operations
	No

	Occupational Driving
	Yes

	Lone Working
	Yes

	Working at height
	No

	Shift or night work
	No

	Working with hazardous substances
	No

	Using power tools
	No

	Exposure to noise and/or vibration
	No

	Food handling
	No

	Exposure to blood or body fluids
	No
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