Restricted - Commercial


	HM REVENUE & CUSTOMS SERVICE ORDER


	1.
	HMRC Information
Purchase Order to be issued under separate cover

	CD Reference:
	2194

	Purchase / Limit Order No:
	TBA

	HMRC Commercial Contact



	Name:
	James Power

	Contact Tel No:
	

	Email:
	

	HMRC Work Manager



	Name: 
	Gillian Webster

	Contact Tel. No:
	

	Contact Address:
	

	Email:
	

	HMRC Authorised Officer:

(Sponsor/Budget Approver/Invoicing & timesheets)
	


	2.
	Contractor Information



	Vendor (Supplier):
	ReThink Recruitment Solutions Ltd

	Contact:
	

	Contact Tel No:
	

	Contact Address:
	

	Email:
	

	Consultant / Key Personnel:
	


	3.
	Contractual Detail



	Contract Ref:

Incl. Framework name e.g. Catalist, and relevant section. Also include URN for Catalist and Cipher call offs. 
	HMRC Executive Search, Selection and Assessment DPS
HMRC Standard T&C apply

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/310602/procurement.pdf 

	Special Terms and Conditions:

e.g. overtime, expenses, travel & subsistence, notice period.
	All personnel being provided under the terms of this contract have been checked in accordance with the HMG Baseline Personnel Security Standards. 


	4.
	Project Information



	Project Title:
	Executive Search – CDIO Development Test & Operations, Lot1


	Primary Location:

(including full address)
	Supplier’s Premises


	Start Date:
	17/08/2015

	End Date:
	 16/10/2015


	5.
	Commercial Detail



	
	Maximum No. 
of Days
	Fixed Rate

(£)
	Total charge

(£)

	Fixed Fee 
	
	
	£18498

	
	
	
	

	
	
	
	

	
	
	
	

	Grand Total (£)
exclusive of VAT:
	£18498


	Advertising to be provided free of charge other than Banner Advertising and Microsite, to be agreed in advance with the Client
Monthly Invoices (unless states otherwise) relating to this Service Order should be sent to 
Financial Shared Services

Accounts Payable

J Spur, South Block

Barrington Road

Worthing

West Sussex

BN12 4XH

by email in pdf format, unless otherwise indicated.  If you are unable to email the invoice(s) then a hard copy by post will be acceptable.  The invoice should quote the Purchase Order Number (and CD Reference).
Invoices received without a Purchase Order number may be rejected.

Please note that Limit Orders should not span financial years and where necessary requisitioners should take the appropriate steps to ensure that separate Limit Orders are created. 




	For and on behalf of:
	
	For and on behalf of:
	

	Signature:


	
	Signature:
	

	Name:


	
	Name:
	

	Capacity:


	
	Capacity:
	

	Date:


	
	Date:
	


	Specification of Requirements / Role Description / Deliverables

	The section below should be used to provide clear details relating to the requirements for delivery of the project/assignment.  It should include, where appropriate, milestones / key deliverables with dates, and proposals for skills transfer



	Job Specification
Lot 1 North East and Yorkshire (3 posts)

Grade 7 - Business Manager – Newcastle

The Delivery Group is accountable for all the development, testing, implementation and live running of all the services.  These services support some of the critical business processes within HMRC.  

The successful candidate will be responsible for the day-to-day running of the Delivery Group. The candidate will lead a team to design and operate the DG’s processes for Resource, Demand, Capability, Financial and IT performance. The candidate will ensure that all DG processes align with CDIO processes and will lead the DG's approach to process maturity (e.g. CMMI).

Specific responsibilities will include:

•
Supporting the Head of the CBP Group

•
Establishing the DG’s financial management processes.

•
Managing the DG’s BAU budget

•
Establishing the DGs Demand and Resource Management processes to ensure the DG has sufficient capacity for the work in the pipeline

•
Building and developing capability within the Group. 

•
Operating the DG’s ‘Front Door’ and representing the DG at CDIO Evaluation Group

•
Identifying the DG KPIs, establishing the DG Performance Hub and performance reporting processes, including reporting to the ARP

•
Operating DG governance processes

•
Establishing IT performance management and reporting processes ensuring conformance to commercial agreements and supporting business objectives.

•
Dealing with any commercial or contractual issues

•
Line managing, coaching and mentoring the team.

•
Role Model HMRC Vision, purpose and way.

The successful applicant will need excellent stakeholder engagement and management skills with the ability to interact with people at all levels within the organisation and the ability to discuss and communicate technical concepts with all stakeholders.

Specific responsibilities will include:

•
Supporting the Head of the CBP Group

•
Establishing the DG’s financial management processes.

•
Managing the DG’s BAU budget

•
Establishing the DGs Demand and Resource Management processes to ensure the DG has sufficient capacity for the work in the pipeline

•
Building and developing capability within the Group. 

•
Operating the DG’s ‘Front Door’ and representing the DG at CDIO Evaluation Group

•
Identifying the DG KPIs, establishing the DG Performance Hub and performance reporting processes, including reporting to the ARP

•
Operating DG governance processes

•
Establishing IT performance management and reporting processes ensuring conformance to commercial agreements and supporting business objectives.

•
Dealing with any commercial or contractual issues

•
Line managing, coaching and mentoring the team.

•
Role Model HMRC Vision, purpose and way.

The successful applicant will need excellent stakeholder engagement and management skills with the ability to interact with people at all levels within the organisation and the ability to discuss and communicate technical concepts with all stakeholders.

Grade 7 - Design and Development Manager – Newcastle (2 Posts) 

The Design and Development Team is accountable for the quality production of the IT requirements based upon business needs and ensuring what is delivered accurately reflects customer need.  Identifying and supporting test requirements and provision of systems. 

IT development and live running is supported by multiple suppliers.

•
Lead the team managing resources effectively and increase capability.

•
Support the CBP SMT in running the Delivery Group and making effective decisions.

•
Manage customer and other stakeholder relationships. 

•
Quality and cost effective system development.

•
Drive reduced costs /decommissioning of systems to support CDIO/DTO savings plans.

•
Provision of SME input to support stakeholders. 

•
Production of functional and non-functional requirements

•
Evaluation of high level solution design and options for a range of development methodologies for example - waterfall and agile

•
Testing requirement inputs. 

•
Lead the risk, issue, change and control and progress reporting processes including milestones.

•
Maintain a clear understanding of HMRC business strategy and direction for CBP IT systems.

•
Role Model HMRC Vision, purpose and way.

The successful applicant will need excellent stakeholder engagement and management skills with the ability to interact with people at all levels within the organisation and the ability to discuss and communicate technical concepts with all stakeholders.

The successful candidate will need demonstrate experience in one or more of the following disciplines:

•
Business Analysis

•
Requirements Definition & Management (REQM) 

•
Stakeholder Relationship Management (RLMT) Business Analysis (BUAN) Level 3

Qualifications

The successful candidate should be educated to SFIA Level 5 in one or both of the following areas:

IT Management - Level 5

Business Process improvement - Level 5

Deliverables
 

	


Expenses

The aim of HMRC is to make our travel practices more sustainable by:
· reducing our business travel footprint;
· choosing alternatives to travel (such as telephone or video conference);
· adopting more sustainable ways of travelling when it is necessary to do so (public transport over private vehicles).

To help HMRC meet it’s target of reducing carbon emissions from business travel by at least 10% please consider:

· Avoiding travel by using telephone and video conferencing as the default medium. 
· Only using private cars as the last option after public transport and hire cars. 

1.
Travel to and from the Primary Location will be met from the day rate. 

2.
Expenses are payable where travel to other locations is required as part of the assignment forming part of this agreement.  Where an overnight stay is required HMRC will pay for actual bed and breakfast costs within the current maximum limits detailed below.  Any other subsistence or incidental expenses are not payable.  Receipts must be provided.

	Short-term Night Subsistence Allowances

Bed & Breakfast Capped Rates

Effective from 01/05/08

	Location
	Maximum Nightly Rate

	London / within M25
	£120 per night

	Bristol
	£100 per night

	Gatwick, Oxford
	£90 per night

	Portsmouth, Fareham, Southampton, Leeds
	£85 per night

	Elsewhere
	£80 per night

	Effective from 01/06/10

	Location
	Maximum Nightly Rate

	London / within M25
	£120 (from 01/06/10)

	Bristol; Heathrow
	£90 (from 01/06/10)

	Oxford; Portsmouth
	£85 (from 01/06/10)

	Elsewhere in UK
	£80 (from 01/06/10)

	Travel

	
	

	Mileage Allowance
	25 pence per mile

	Rail Travel
	Standard Class

	Air Travel
	Economy Class


3.
Hotel Reservation and Tickets shall be booked via HMRC’s travel and hotel booking service.  Further information will be provided by the HMRC Work Manager.  Bookings should always be approved by the HMRC Work Manager.  
4.
All other expenses will be payable at the discretion of HMRC.  The Contractor shall not incur any such expenses without the prior approval of the HMRC Work Manager.  Any expense incurred by the Contractor without prior approval shall not be reimbursed.

4

