	Job Summary Overview 

	Job title 
	Contracts & Compliance Manager 

	Career family 
	Operational Support 

	Professional pathway  
	Fleet & Transport 

	Career family level  
	Team Leader / Manager (Tier 6)  

	Grade 
	16 

	Reports to 
	Strategic Supported Travel Operations Manager 

	Financial responsibility 
	Responsible for ensuring contracts (over 800) and spend of the £44 million are contract compliant, responsible for working with audit on potential fraud cases. And ensuring that the compliance is such that we are mitigating spending in addition to our budget due to non-compliance to contracts 

	Supervisory responsibility 
	Contract & Compliance manager with 7 direct reports 

	Reference number 
	 


 
 
	Job Summary  

	The Contracts and Compliance Manager is a crucial leadership role, accountable for the strategic oversight and management of transport contracts for Home to School Travel Assistance and Adult Social Care Transport. This position ensures all commissioned services are safe, legally compliant, cost-effective, and meet the council’s statutory and strategic requirements. 
 
Key responsibilities include the management of monitoring contract performance, ensuring procurement compliance, and managing supplier relationships across both service areas. The postholder works collaboratively with teams including Finance and Travel Commissioning, oversees safeguarding and quality standards, and has line management responsibilities for contract and vetting staff. They ensure all provider staff undergo thorough DBS checks and vetting, upholding safeguarding and contractual requirements. 
 
The role also handles complaints from stakeholders, investigates issues, implements service improvements, and facilitates cross-departmental collaboration to resolve compliance and contractual challenges. The manager supports regulatory adherence and continuous service improvement to ensure transport arrangements meet the evolving needs of children, young people, and adults—especially those with special educational needs, disabilities, or care requirements. 
 
Collaboration is essential: the manager works closely with the Travel Commissioning Manager to resolve contractual and compliance issues impacting travel and transport services, and coordinates with the Transport Operations Manager to ensure our internal fleet provision adheres to regulatory standards, supporting safe and effective operations. 
 
· Provide strategic leadership and management for all transport contracts covering Home to School Travel Assistance and Adult Social Care Transport. 
· Ensure all services meet safety, legal, financial, and quality standards, and reflect the council’s statutory and strategic aims. 
· Lead on contract performance monitoring, ensuring all providers deliver agreed outcomes and meet key performance indicators. 
· Oversee compliance with procurement procedures, ensuring transparency, fairness, and value for money in all contract awards and renewals. 
· Manage relationships with suppliers to resolve performance issues and encourage high standards of service delivery. 
· Work collaboratively with the Finance Team to ensure providers comply with financial requirements, including invoicing, contract values, and budget management. 
· Partner with the Travel Commissioning Team to ensure safeguarding requirements and service quality standards are met, with a focus on vulnerable children and adults. 
· Hold direct line management responsibility for the Senior Contracts and Compliance Officer, Contracts and Compliance Officers, and the DBS & Vetting Officers. 
· Oversee the implementation of DBS checks and vetting for all transport providers and their staff, maintaining strict safeguarding protocols. 
· Handle and resolve escalated complaints and concerns from parents, carers, education, and adult social care services, as well as from transport providers. 
· Prepare regular reports for senior management on performance and service outcomes. 
· Responsible for delivery of set audit actions and resolve service-related issues. 
· Ensure timely responses to Freedom of Information (FOI) requests, proactively identify emerging trends 
· Support the implementation of service and systems enhancements in alignment with initiatives led by the Delivery and Assurance Manager. 
· Support ongoing strategic service improvement initiatives, leading on projects for continuous improvement 
 
  


 
 
	Specific requirements 
	Essential 
Mark with P 
	Desirable 
Mark with P 

	Extensive experience in contract management and public sector transport procurement. 
	P 
	 

	Ability to build and maintain effective relationships with suppliers, internal teams, and stakeholders. 
	P 
	 

	Excellent analytical, investigative, and problem-solving abilities, particularly in relation to complaints handling and service improvement. 
	P 
	 

	In-depth understanding of safeguarding legislation, regulatory frameworks, and best practice standards in transport services for vulnerable groups. 
	P 
	 

	Relationship Building: Proven track record of establishing and maintaining effective relationships with suppliers, internal teams, and stakeholders. 
	P 
	 

	Regulatory Compliance: Ability to ensure compliance with procurement, financial, and statutory requirements. 
	P 
	 

	Quality Assurance: Experience overseeing safeguarding and quality assurance procedures, such as DBS checks and vetting. 
	 
	P 

	Communication and Negotiation: Outstanding skills in communication, negotiation, and decision-making, with a collaborative and solution-focused mindset. 
	P 
	 

	Professional Qualifications: Relevant management credentials (e.g., CIPS, ILM, CMI or equivalent). 
	P 
	 

	Sector Experience: Background in local authority or council environments, particularly in Home to School Travel Assistance or Adult Social Care Transport. 
	P 
	 

	Information Governance: Experience responding to Freedom of Information requests and identifying service trends. 
	P 
	 

	Systems Implementation: Knowledge of and experience with implementing service and systems enhancements. 
	P 
 
	 

	Audit Experience: Understanding of audit processes and a record of delivering audit-related outcomes. 
	P 
	 

	Adaptability: Ability to work flexibly and respond to changing service requirements and legislative updates. 
	P 
 
	 

	IT Proficiency: Competence in using contract management and procurement software systems. 
	P 
	 

	Minimum of 5 GCSEs (A*-C) grade or equivalent academic achievements.   
	 
	 


 
 
	Working Arrangements 

	 
· The post is not politically restricted. 
· Contractual base as detailed on contract, but you are able to work on a flexible basis in line with our Agile Working Policy [add link].  
· Able to travel across the county and work from various office locations within the county. 
 
 

	Health and Safety at Work [Completed by service lead]  

	 
All employees have responsibilities for health and safety – both for themselves, colleagues and the people we work with.   
  
The potential significant hazard(s) and risk(s) for this post are identified below (those ticked).  
  


  
 
	​​☐​  
	Provision of personal care on a regular basis  
	​​☐​  
	Driving HGV or LGV for work  

	​​☐​  
	Regular manual handling (which includes assisting, manoeuvring, pushing and pulling) of people (including pupils) or objects  
	​​☐​  
	Any other frequent driving or prolonged driving at work activities (e.g. long journeys driving own private vehicle or a council vehicle for work purposes)  

	​​☐​  
	Working at height/ using ladders on a regular/ repetitive basis  
	​​☐​​  
	Restricted postural change – prolonged sitting  

	​​☐​​  
	Lone working on a regular basis  
	​​☐​  
	Restricted postural change – prolonged standing  

	​​☐​  
	Night work  
	​​☐​  
	Regular/repetitive bending/ squatting/ kneeling/crouching  

	​​☐​  
	Rotating shift work  
	​​☐​  
	Manual cleaning/ domestic duties  

	​​☐​  
	Working on/ or near a road  
	​​☐​  
	Regular work outdoors  

	​​☐​  
	Significant use of computers (display screen equipment)  
	​​☐​​  
	Work with vulnerable children or vulnerable adults  

	​​☐​  
	Undertaking repetitive tasks  
	​​​☐​​  
	Working with challenging behaviours  

	​​☐​  
	Continual telephone use (call centres)  
	​​☐​  
	Regular work with skin irritants/ allergens  

	​​☐​  
	Work requiring hearing protection (exposure to noise above action levels)  
	​​☐​  
	Regular work with respiratory irritants/ allergens (exposure to dust, fumes, chemicals, fibres)  

	​​☐​  
	Work requiring respirators or masks  
	​​☐​  
	Work with vibrating tools/ machinery  

	​​☐​  
	Work involving food handling  
	​​☐​  
	Work with waste, refuse  

	​​☐​  
	Potential exposure to blood or bodily fluids  
	​​☐​​  
	Face-to-face contact with members of the public  

	​​☐​  
	Other (please specify):   



