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Contract Manager Job Description
Role and Responsibi l i t ies:
The Contract  Manager  is  essent ia l  to  our  success,  as they he lp us achieve our
object ives by foster ing s t rong re la t ionships wi th  suppl iers  and negot ia t ing
contracts .  In  th is  pos i t ion,  you wi l l  oversee cont ract  c lose-outs ,  extens ions,  and
renewals ,  whi le  e f fect ive ly  communicat ing any cont ractua l  changes to  a l l  re levant
s takeholders.  We re ly  on our  Contract  Admin is t ra t ion Manager  to  address any
contract - re la ted issues that  may ar ise,  both in terna l ly  and externa l ly ,  and we seek
someone who can co l laborate wi th  var ious bus iness suppor t  funct ions,  inc lud ing
customer care,  sa les,  and labor  re la t ions.  As our  company exper iences rap id
growth,  the ro le  o f  Contract  Manager  becomes increas ing ly  v i ta l .  We are search ing
for  candidates who share our  commitment  to  excel lence.

Job Responsibi l i t ies:

Draf t ,  assess,  negot ia te ,  and f ina l ize cont racts
Bui ld  and mainta in  suppl ier  re la t ionships by act ing as the pr imary contact  for
cont ractua l  mat ters
Keep comprehensive records of  a l l  cont ract - re la ted correspondence and
documentat ion
Prov ide resolut ion for  cont ract - re la ted issues,  both in terna l ly  and externa l ly
Oversee and fac i l i ta te  cont ract  c lose-outs ,  extens ions,  or  renewals  as
necessary
Relay cont ract - re la ted in format ion to  a l l  s takeholders

Qual i f icat ions and Educat ion Requirements:

Bachelor ’s  Degree or  three years of  re levant  exper ience
At  least  f ive years of  progress ive responsib i l i ty  wi th  measurable resu l ts  in
cont ract  negot ia t ion,  admin is t ra t ion,  and/or  management
Proven negot ia t ion and problem-solv ing ab i l i t ies
Prof ic ient  in  cont ract  model ing sof tware
Strong sk i l ls  in  Microsof t  Of f ice appl icat ions,  inc lud ing Word,  Excel ,
PowerPoint ,  and Access
Capabi l i ty  to  meet  pro ject  ob ject ives wi th in  estab l ished const ra in ts .


