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TITLE: -

Contract Administrator
REPORTING TO: -
Contract Manager

Purpose: -

To support the contract management with full, administration, clerical and secretarial duties relating to various financial, organizational and staff requirements.

Key Result Areas: -

· Day-to-day management of all administration within the area of responsibility

· Maintain filing systems and audit trails to ensure the smooth operation of contracts and administration systems and standard operating procedures.

· Manage the processing and recording of timesheets for all operatives, ensuring prompt submission of documentation to Payroll Department in line with the payroll timetable.

· Ensure that all documentation relating to new staff, leavers and any amendments to personnel/payroll data is received, processed and transferred to HR and/or Payroll Department(s) in a timely manner and in line with payroll timetable.

· Assist contract managers in the formulation of annual budgets.

· Assist in the production of weekly and monthly financial reports.

· Maintain a register of all vehicles allocated to staff within the area of operation if required.

· Set up and maintain appropriate systems for insurance documentation.

· Responsible for the recording and notification to both insurers and head office of all insurance claims.

· Ensure that offices are maintained in a safe, clean and tidy condition at all times.

Key Measures: -

· Office administrative systems: Maintenance of systems on a daily basis, ensuring that all paperwork is processed and filed to support effective management of contractual arrangements between the company and its clients.
· Financial administration: Timely and accurate submission of weekly, monthly and quarterly reports and support documentation to line manager.

· Personnel administration: Prompt submission to HR/Payroll Departments of documentation relating to all new staff, leavers and transfers, together with change of contractual/personal details (within five working days of event).

TITLE: -
Contract Administrator

KNOWLEDGE AND EXPERIENCE

· Good basic education to ‘A Level’/NVQ Level III standard or equivalent.

· Demonstrable relevant experience gained within an office management role.
· High level of computer ability, including word & excel.

SKILLS

· Demonstrable knowledge of office systems and procedures.

· Good oral communications skills, with the ability to effectively communicate with a diverse range of people.

· Minimum of RSA II (or equivalent) word-processing, preferably using MS Word.

· Demonstrable aptitude to utilise information technology including spreadsheets, databases, word-processors, e-mail and internet.

· Demonstrable numeric reasoning capability to at least GCSE (Grade A-C) standard or relevant experience

BEHAVIOURS

· Demonstrable ability to deal with difficult people.

· Dependable and conscientious.

· Capable of dealing with both routine and non-routine matters.

· Pays attention to detail, particularly with regard to recording of information to be used by others.

· Demonstrable ability to work as a member of a team.

The post-holder must be medically fit to fulfil the duties and responsibilities of the role.

Such other duties and responsibilities as may be required for the effective functioning of Operations.  This job description will be reviewed and amended to meet business requirements.
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