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Description automatically generated]Additional Role Information The Role

Key activities within the role may include:


• Keeping documents, trackers and registers up to date
• Assuring version control, naming conventions and quality standards
• Managing SharePoint content and compliance and assuring link accuracy
• Supporting meetings by arranging venues, scheduling, preparing materials and taking minutes
• Support internal communications such as the Framework Heads Up, collating updates and formatting content.
• Helping maintain supplier performance information
• Supporting CV checks and data collation for rate reviews
• Managing inboxes and responding to routine framework queries
• Supporting framework events such as launches, workshops and supply chain sessions
• Helping embed new systems, process improvements and consistent ways of working across the team
• Supporting and co-ordinating Framework Transition administration
• Co-ordinating Framework work allocation
• Supporting the Team Leader and Operational Framework Director with ad hoc tasks


This job sits within the Commercial and Framework Management (CaFM) team, part of the Portfolio Management, Assurance and Commercial (PMAC) Directorate, in Flood and Coastal Risk Management (FCRM). 
CaFM enables delivery of our Asset Management Delivery Portfolio, helping create a better place and resilient communities, by providing specialist Commercial and Framework Management services, including Operational Commercial Services, Should Cost and Benchmarking Intelligence, Operational Framework Management, Future Framework Provision, and a Commercial Centre of Excellence (CCoE).
The Framework Support Officer (FSO) plays a key part in supporting the administration, coordination and organisation of our frameworks, working closely with Framework Managers, Assistant Framework Managers and delivery partners to help keep our commercial frameworks running smoothly. 
The FSO role is designed to adapt as frameworks evolve. New digital systems, process improvements, governance requirements or shifts in portfolio priorities may influence your areas of focus. You will be encouraged and supported to develop your skills and take on new responsibilities where appropriate.
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Description automatically generated]The Team
The Framework Management team, part of CaFM, is responsible for overseeing the full lifecycle of operational frameworks from their launch through to closure and transition to new arrangements. These frameworks support the Environment Agency and other Risk Management Authorities in delivering capital projects, ongoing maintenance, safety works, and mapping and modelling services. 
The team is nationally dispersed across the country and regularly come together to collaborate and deliver programmes of work. This includes all-team meetings in central locations, such as Leeds, Birmingham or London, and framework specific meetings with suppliers.
The team currently manages several active frameworks, including the Collaborative Delivery Framework (CDF), Modelling and Mapping Framework 2024 (MMF2), Asset Operation, Maintenance and Response Framework (Asset OMR), Property Flood Resilience Framework 2024 (PFR2024), MEICA (Maintenance and Electrical Instrumentation and Control Regulation), and the Construction Professional Services 1 Framework (CPS1).
They also handle exit planning and outstanding work from closed frameworks such as the Marine and Coastal Framework (MCF), FCERM Operational Framework (FOF), Client Support Framework (CSF), and the original Mapping and Modelling Framework (MMF). 
The Framework Managers also act as Senior User Representatives in development of future Frameworks and renewals, such as Collaborative Delivery Framework 2 (CDF2) and CPS2 (FRAM).
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