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Surrey Youth Consortium
Believing in young people




Job Title:

Contracts and Performance Manager
Responsible to:
Board of Trustees
Job Purpose 
To develop and implement performance management frameworks for Surrey Youth Consortium (SYC) contracts and grants
Location:
The post-holder could be based in a wide range of locations in Surrey as well as having the facility to work from home.
Hours of work:
2.5 days per week initially with the possibility of increased hours in the future.
Remuneration:
£30,000-35,000 (pro-rata for part time)

Contract basis:
12 months fixed term contract, extendable by mutual agreement.

Principal Duties and Responsibilities

1. To contribute to the development of sub-contracts with SYC members and other delivery partners, including the agreement of Delivery Plans and Payment Schedules.

2. To lead the development, implementation and operation of SYC systems for contract, performance and quality management (including effective collation and reporting of management and monitoring information

3. To manage the performance of SYC’s sub-contractors including working with all sub-contractors to ensure compliance with all SYC’s contractual obligations particularly those for performance management and monitoring.

4. To represent and promote Surrey Youth Consortium including developing effective working relations with key local stakeholders, particularly funders and commissioners and being the main point of contact for funders and commissioners.

5. To contribute to establishing effective local communications and coordination mechanisms for the sharing and usage of research and information between sub-contractors (and other partners where appropriate) to improve delivery, joint planning and provide a seamless service.
6. To administer any centrally held budgets for contract/grant delivery.
7. To promote the safeguarding and welfare of children, young people and vulnerable adults that you come into contact with or are responsible for, in accordance with SYC’s Safeguarding policy and procedures.

8. Help to maintain a safe and healthy working environment in accordance with SYC’s Health and Safety policy and procedures.

9. Respect the confidentiality of all matters in relation to employment and clients.  Comply with the requirements of the Data Protection Act 1998 and other legislation with regard to the processing of any personal data.

10. Promote SYC’s policies on Equality, Dignity at Work and Code of Conduct.

11. Undertake mandatory training and other relevant training as agreed to promote continuous professional development and best practice.

12. Implement and follow SYC’s policies and procedures to promote business continuity in emergency situations.
13. To contribute to the business development of Surrey Youth Consortium
Please note

This job description sets out the main duties of the post at the date when it was drawn up.  Such duties may vary from time to time without changing the general character of the post or the level of responsibility entailed.

Person Specification

Essential Skills, Knowledge, Experience and Qualifications

1 Experience of contract performance management at an operational and strategic level.
2 Experience of working with statutory and third sector commissioners and funders.

3 Experience of multi-agency partnership working with particular reference to the provision of services to young people.
4 Have a high standard of oral, written and communication skills.
5 The ability to influence, manage and network with others.

6 Ability to work independently and on own initiative.

7 A structured approach to work and attention to detail.
8 Education to degree or equivalent standard.

9 Hold evidence of continuous professional development.
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