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Job DescriptionPRIVATE 

DESIGNATION

:
Category Contracts Manager: 






Community, Health, Wellbeing Sport & Leisure






GRADE


:
Grade 8 – 10 Job Evaluation Pending
POST NO


:
0842/CE11162
DIRECTORATE

:
Communities, Health, Wellbeing Sport & Leisure 
RESPONSIBLE TO

:
Project Manager – Leisure Operations
SUPERVISORY

: 
None
RESPONSIBILITY FOR
:
The management of contracts held by a variety of providers including those providing sport and leisure facilities, corporate health & safety services and specialist community services Contract Management. The post is responsible for liaising with Corporate Health & Safety Team, the Community Programme Manager, the Active and Healthy Lives Programme Lead as well as other senior officers of the Council, councillors, leisure operators and other provider’s management teams and staff, senior representatives of other bodies and companies, and members of the public.
PURPOSE OF JOB

This post is to provide a co-ordinated contract management function for the Directorate reflecting the wide range of responsibilities within in it. The main duties of this post are to provide a proactive and robust client service for the operation of the leisure contract(s) in place across the city. The leisure contracts include the multi-site operation of indoor and outdoor leisure facilities including swimming pools, leisure centres, golf facilities and an athletics stadium. The post holder will ensure that the terms and requirements detailed within the contracts are being met and pursue appropriate management of the Council’s leisure facilities through developing a successful partnership with the leisure operator(s). The post holder will ensure that the facilities are managed to an acceptable standard and that all appropriate regulatory and legislative requirements are in place to support the wellbeing of the customers and protect the Councils’ assets.  In addition the post holder will provide contract management for all corporate Health & Safety contracts (e.g. Portable Appliance Testing in council offices and Legionella testing in Council owned properties) and contracts placed with Voluntary and Community Groups for universal or specialist community based services.    
MAIN ACTIVITIES

1
Effective day to day monitoring of the Councils’ leisure facilities contracts; corporate Health & Safety contracts and community services contracts and ensuring the highest quality service within the terms of formal contracts, giving due regard to all aspects of the contracts and with a clear focus on the payment & performance monitoring systems and achieving continuous improvement in service delivery.
2
The post holder will be responsible for carrying out the necessary facility/service inspections and audits to evidence that the service requirements, as laid out in the contract(s), have been met and to take the appropriate action when that is not the case, or when there is other evidence of unacceptable performance.

3
To be responsible for implementing the processes within the payment and performance monitoring systems in relation to leisure contracts, reporting any changes to the Project Manager – Leisure Operations and where relevant to the Corporate Health & Safety Manager, the Communities Programme Manager and the Active and Healthy Lives Programme Lead.
4
Liaison and negotiation with contractors, service providers, leaseholders  and others to achieve the best possible, but fair delivery of the Council’s contracts, and the evaluation of claims by contractors and requests for variations to contracts. 
5
To receive the prescribed reports from contractors and review them for accuracy and ensure contractual reporting requirements are achieved prior to monthly contractor meetings.
6
To attend formal monthly client/contractor meetings providing comprehensive support to the relevant Project/Programme Manager in the monitoring of contracts which will include preparing meeting documentation, taking minutes, updating action sheets and providing information & site inspection notes as required to assist with the monitoring of the contracts.
7
Arranging for suitable systems to be developed and records to be kept to enable analysis of performance for all leisure facilities and activities and other contracts including the provision of data for formal contract performance monitoring contracts, including the use of CRM software.
8
Support ECC Corporate Property Unit officers in the production and implementation of a programme for ensuring the delivery of leisure premises maintenance responsibilities, liaising as necessary with the leisure operators and others, and ensure comprehensive records are maintained of works done. Additionally to support, as appropriate, and maintain records of all leisure operator capital projects.
9
To request works or seek professional support with the relevant department to meet the requirements of the Council’s responsibilities within the lease agreements on leisure buildings, and to act as the first point of contact for the contractor in reporting any issues requiring action by the Council.
10
To assist in the preparation of budgets and liaison on the management of utility recharges for the leisure contracts as well as processing invoices and raising purchase orders for all contracts as required.
11
To support the Project Manager - Leisure Operations in the preparation of capital bids in relation to leisure facilities development & contribute to the delivery of projects to provide new and improve existing facilities and services.
12
Identification of external funding sources, and provision of support for both internal and external funding applications.

13
Development of policy and service management by undertaking research as required and recommending options for proceeding on indoor and outdoor sport, fitness and physical activity initiatives.

14
Preparation of briefing notes and Council reports, including Executive and Scrutiny Committees, and other task and finish groups in relation to leisure contracts and service provision; corporate Health & Safety contracts, and community service contracts.
15
Attendance at Member, officer and public meetings as required, including outside normal working hours.

16
Deal with correspondence / complaints / enquiries; investigate complex complaints and issues from both internal and external customers, reporting the details to the relevant Project/Programme Manager. Carry out trend analysis in relation to complaints and customer feedback.
17
To ensure the operational risk register for externalised leisure facilities and other relevant contracts is kept up to date and reviewed annually.
18
To be conversant with all relevant legislation and Council policies in relation to contract management.

19
Responsibility for the preparation, monitoring and control of budgets as allocated to the post-holder.

20
Arrangement and supervision of emergency works to be undertaken as necessary.

21 
Assistance with management and organisation of major sporting and other leisure events.

22 
Assistance with marketing of indoor and outdoor leisure services activities and facilities.

23
To research, advise and assist in the procurement of service delivery arrangements from 2020.
24
Deputising for the Project Manager - Leisure Operations, in relevant matters in the absence of that post-holder, as may be directed by the Director.
25
Any other comparable, additional or alternative duties and responsibilities that may arise.

DATE:  12 March 2018
