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Job Description:  Contract Manager
Responsible to: Senior Leader
Responsible for: Lead Project Workers and team in up to 5 Funded projects 
Location: Across all Worcester Community Trust (WCT) Community Hubs
Hours: 37 per week
Salary : £36,542 - £37,632 depending on experience

About Worcester Community Trust
Worcester Community Trust (WCT) is a registered charity that runs six community centres across Worcester, providing facilities and services for people of all ages.
We aim to be at the heart of thriving communities — connecting people, building confidence, and empowering positive change.
Vision: A city where people feel connected, supported, and empowered.
Mission: Bringing Communities Together by delivering services and activities for all.
Values:
· Collaborative – we achieve more together with local people and partners.
· Inclusive – we welcome diversity and value uniqueness.
· Ambitious – we drive progress through innovation and creativity.
· Delivering Excellence – we invest in our people to provide quality services.

Purpose of the Role
The purpose of this role is to provide effective leadership and oversight of multiple contracts, ensuring high-quality service delivery across Worcestershire. The Contract Manager will oversee staff, performance, compliance, and health and safety requirements, while coordinating cross-functional teams to deliver community services that meet organisational and funder expectations. The post holder will lead by example, supporting the development of new projects and driving continuous improvement across all areas of service provision.
Key Responsibilities
1. Contract, Funding & Performance Management
· Manage multiple contracts across a range of funding streams.
· Lead on the development and implementation of contract action plans.
· Organise and lead on funder relationships, meetings, and partner engagement.
· Develop mechanisms to ensure accurate contract implementation and compliance.
· Manage performance-monitoring tools and evaluation methodologies.
· Produce contract reporting in line with funder and organisational requirements.
· Submit end-of-project reports and complete impact reports.
· Provide contract compliance updates to the Board and senior leadership.
· Undertake database audits, case note reviews, and deep dives.
· Oversee data analysis, KPIs, case studies, and monitoring returns.
· Identify risks, underperformance, and improvement actions.
· Manage project programming and contractual requirements.
2. Financial & Operational Management
· Advise the Finance Manager on all fund/income transactions.
· Oversee budgets and ensure expenditure aligns with funding conditions.
· Maintain accurate records of repairs, maintenance, and associated costs.
· Work with staff to minimise unnecessary expenditure and secure best value
· Complete funding applications for future projects, maintaining strong knowledge of outcomes, outputs, and data collection requirements.
· Review and manage contract reporting, ensuring accuracy and compliance, and collate information for impact reports and project evaluations.
3. Compliance, Risk Management & Safeguarding
· Ensure all projects have up-to-date risk assessments and that staff, volunteers, and community members can work and participate safely.
· Oversee compliance with health and safety, safeguarding, and data protection requirements across all service areas.
· Promote safe working practices and ensure staff understand and follow relevant policies and reporting procedures.
· Monitor emerging risks within project delivery and escalate or address them promptly to maintain a safe and compliant environment
· Support audits and financial compliance processes.
4. Leadership & People Management
· Lead and supervise lead project workers and their teams.
· Participate in recruitment and induction processes.
· Provide regular supervision, appraisals, and performance reviews.
· Manage staff annual leave, sickness, capability, and HR processes.
· Identify staff development needs and co-ordinate training.
· Ensure strong communication through team meetings.
· Foster a positive, inclusive, and supportive working environment.
· Manage HR platform with staff data and maintain records of sickness and holiday
5. Strategic & Partnership Responsibilities
· Contribute to strategic planning and development of funded projects
· Build and maintain positive relationships with partners, funders, commissioners, and stakeholders.
· Represent WCT at meetings and strategic forums.
· Support the development of sustainable service models.
6. General Duties
· Champion WCT’s values and act as an advocate for the Trust
· Comply with all safeguarding, data protection, equality, and H&S requirements.
· Identify own training needs and participate in CPD.
· Undertake any other duties consistent within the requirements of the Trust.

Person Specification
Knowledge Required
Essential
· Strong understanding of contract management, performance frameworks, KPIs, and funder requirements.
· Knowledge of monitoring, evaluation, outcomes reporting, and data analysis.
· Strong knowledge of safeguarding legislation, processes, risk management, and implementation across multiple services.
· Understanding of GDPR, confidentiality, and secure data management systems.
· Knowledge of HR processes, including supervision, performance management, absence monitoring, and training.
· Understanding of budget management, financial controls, procurement, and monitoring expenditure against funding contracts.
· Understanding of partnership working with statutory agencies, commissioners, funders, and VCSE partners.
· Commitment to equality, diversity, inclusion, and trauma-informed practice.
· Good general education to GCSE level (Maths & English Grade C/4 or above).
· Level 6 relevant qualification or equivalent senior experience.
· Evidence of continued professional development related to project management, contract management, or community services.
Desirable
· Level 4 or Level 5 Management qualification (e.g., ILM Level 4/5, Leadership & Management) or equivalent experience.
· Knowledge of the voluntary/community sector, local authority structures, and commissioning processes.
· Knowledge of local services to enable effective referrals to specialist support.
· Understanding of sustainable service design, long-term planning, or transformation models.
Skills Required
Essential
· Excellent leadership skills with the ability to support, supervise, and develop staff.
· Strong analytical skills for interpreting data and identifying risks, trends, and improvements.
· Excellent written communication skills for producing funder reports, impact reports, performance summaries, and formal documentation.
· Excellent verbal communication and presentation skills to represent WCT at strategic meetings and partnership boards.
· Strong organisational skills, able to manage competing priorities across multiple contracts.
· Ability to conduct audits, compliance checks, evidence verification, and quality assurance.
· Strong problem-solving and decision-making skills, especially in complex or fast-moving operational situations.
· Strong financial awareness and ability to manage budgets, forecast, and monitor spend in line with funder guidelines.
· Strong IT literacy, including use of case management systems, monitoring tools, Excel, dashboards, and reporting platforms.
· Proven ability to build and maintain high-level partnerships with funders, commissioners, and strategic stakeholders.
· Excellent interpersonal skills and the ability to maintain positive, productive working relationships.
Desirable
· Skills in training delivery, coaching, or professional development of staff.
· Ability to lead partnership and funder meetings, representing the organisation confidently.
· Ability to support the creation of sustainability plans, funding proposals, or new service models.
Experience Required
Essential
· Minimum 4 years’ experience in contract, programme, or project management across multiple funding streams.
· Proven track record of staff supervision, HR process management, and performance oversight.
· Strong track record of contract reporting, compliance, and evaluation.
· Experience managing or contributing to end-of-project reports, impact reports, or commissioning reviews.
· Experience working with external partners, funders, and statutory agencies.
· Experience leading service delivery planning, risk management, and performance improvement.
· Experience using data to drive decision-making, improvement, and evaluation.
· Experience using case management systems, databases, or monitoring platforms.
· Experience resolving complex operational challenges and ensuring consistency across teams.
· Evidence of continued professional development, reflective practice, or specialist training.
Desirable
· Experience working in a charity or voluntary-sector organisation.
· Experience developing sustainable service models, strategic plans, or transformation work.
· Experience contributing to or leading funding bids, tenders, or proposals.
· Experience organising and leading funder relationship management or partnership meetings.
Personal Qualities
· Strong leadership presence with the ability to motivate and support teams.
· Highly organised and reliable, able to manage multiple priorities.
· Analytical, reflective, and confident making informed decisions.
· Professional and able to maintain high standards across quality, compliance, and delivery.
· Calm under pressure with the ability to problem-solve in complex situations.
· Positive, solution-focused, and committed to continuous improvement.
· Values-driven and aligned with WCT’s ethos of inclusion, community support, and excellence
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