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Section 1 – POSITION Identification
	Position number:
	Generic

	Title:
	Contract Manager

	Classification:
	Level 5

	Directorate:
	Service Standards and Contracting

	Division:
	Non Government Policy and Funding

	Section:
	Non Government Policy and Funding

	Award/Agreement:
	Public Service Award 1992; relevant Public Service and Government Officers General Agreement 

	Location of position:
	Various


SECTION 2 – REPORTING RELATIONSHIPS

	POSITION TITLE
	CLASSIFICATION

	Director Non Government Policy and Funding
	Level 8




Reports to
	Manager
	Level 7




Reports to
	This position
	Level 5


Positions under direct supervision:
	Title
	Classification

	NIL
	


SECTION 3 – DEPARTMENT VALUES

	         We value respect
         We value openness
	         We value team work

         We value responsiveness


SECTION 4 – STATEMENT OF RESPONSIBILITIES
	The Contract Manager is responsible for:
· Actively managing the relationship with the Department’s funded non government services.

· Coordinating the planning and development of departmentally funded non government services.

· Ensuring that funded services are managed in accordance with departmental policy including value for money, working towards quality practice, achieving standards and continuous improvement.

· Reviewing and evaluating funded non government services.

· Providing advice and consultancy regarding non government funding processes to key stakeholders.



SECTION 5 – KEY RESPONSIBILITIES
	No
	Key Responsibility Area and Related Duties

	1.

2.

3.

4.

	CONTRACT PLANNING

· Undertakes needs based planning, development and support on the provisions and funding of non government services. 
· Liaises and consults with the non government sector, Commonwealth/State and local government agencies by developing effective linkages and networks within the district.

· Participates in the development of policy and planning at a district and statewide level.

CONTRACT FORMATION
· Evaluates service providers offers.

· Undertakes due diligence.

· Negotiates and finalises funding agreements.

CONTRACT MANAGEMENT

· Actively manages the relationship with the Department’s funded non government services.

· Conducts reviews, analyses data and monitors and supports funded non government services to ensure compliance with funding agreements including value for money, working towards quality practice, achieving standards and continuous improvement.

· Actively manages contract dispute resolution with funded non government services.

· Provides advice and consultancy regarding non government funding processes to key stakeholders.

OTHER
· Performs others duties as required

· Participates in emergency management and response duties as required.




SECTION 6 – WORK RELATED REQUIREMENTS
ESSENTIAL

	1. Sound interpersonal skills including high level communication skills, written and oral.

	2. Demonstrated decision making, analytical and problem solving ability.

	3. Experience in contract management of social services from a government and/or non government work environment.

	4. Knowledge and understanding of financial management principles and procedures.


SECTION 7 – ESSENTIAL ELIGIBILITY REQUIREMENTS
The occupant of this position will require the following prior to appointment:

Current 'C or A' class driver's licence 
SECTION 8 – certification
The details contained in this document are an accurate statement of the duties, responsibilities and other requirements of the position.

	DELEGATED AUTHORITY:
(Director or above)
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