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	Contracts Admin Manager

	

	Job Reference:   

	IS&GS253

	LM People Job Code/Title:   
	L4144/Contracts Admin Asc Mgr

	Location:   
	Gloucester Business Park

	Programme/Functional Group:   
	TCP - SW


	Description of Business Environment:

The program is a very dynamic, joint program office information technology-focused effort with multiple subcontractors supporting an operationally oriented customer with numerous mission critical demands. Projects on the program typically take the form of Task Orders, which cover a wide range of budget, duration, scope, technology, and product types and offer complex and challenging opportunities.


	Specific Job Description:

The candidate will assist in the contractual aspects of the definition, procurement, and stand up of a software development environment for the programme.   The selected candidate will be responsible to the Senior Software Engineer for managing the administration of software engineering tasks, which may include assisting with mandatory standards and legal requirements analysis and capture.  The selected candidate will  support the Senior SW Engineer with Balance of Estimates, costs, accounting and reporting throughout the life-cycle of Task Orders. 
The selected candidate will be involved in planning of Work Breakdown Structures, Schedules and Design Reviews, as well as holding responsibility for the definition and maintenance of software compliance standards.  The position will be full-time within the existing team developing cutting edge software and cyber solutions for both customer and Lockheed Martin enterprises.  The position requires a sound.  Contracts and negotiation background, and a conceptual knowledge of new and evolving standards in SW compliancy and interoperability, ownership/IPR, export control processes, and information security procedures. Work location is based around the Gloucester/Cheltenham area.
Standard Job Description:

Manages the administration of standard and nonstandard contracts. Responsible for coordinating subordinate employee recruitment, selection and training, performance assessment, work assignments, salary, and recognition/disciplinary actions. Oversees proposal preparation, contract negotiation, contract administration, and customer contact activities to provide for proper contract acquisition and fulfillment in accordance with company policies, legal requirements, and customer specifications. Insures the examination for estimates of material, equipment services, production costs, performance requirements, and delivery schedules to ensure accuracy and completeness. Directs the preparation of bids; processing of specifications, progress, and other reports; advisement to management of contractual rights and obligations; compilation and analysis of data; and maintenance of historical information.


	Required Skills:

Ability to, from a Contracts perspective: 

· Own, maintain and validate the Task Order (TO) plan (scope, schedule, budget)

· Reviews TO actual charges for validity, initiates adjustments as required

· Ensure the control account plan in the PPM tool reflects work authorisation document requirements

· Ensure TO budgets are time phased and expressed in terms of direct cost elements. Identify resources needed to accomplish the work (labour hours, direct pounds etc) 

· Know the sequence of planning and EVMS implementation

· Identify interdependencies with other control accounts. 

· Develop mitigation plans for identified risk within their control accounts

· Identify, describe and document the cost, schedule, technical, financial and other risks associated with assigned work scope

· Identify and describe possible opportunities for the programme and document the cost, schedule, technical, financial and other benefits that might be realised from the pursuit and implementation of an opportunity

· Evaluate the identified risks and opportunities for likelihood of occurrence and potential impact

· Develop handling plans to mitigate risks or exploit opportunities. Provide status of handling plans and related risk/opportunity data, at least monthly, in the manner and format prescribed by the Programme Risk and Opportunity Management Plan

· Plan identified high risk potentials if budget is provided, and incorporate into control account EAC

· Be a confident, professional self starter with strong Leadership skills

· Maintain respect, values and perform with excellence


	Desired Skills:

· Public Speaking and Presentation Skills

· Production of Presentations and Reports in appropriate formats

· Training and coaching abilities

· Ability to quickly learn new skills, processes and technologies

· Articulate and engaging

· Motivated, passionate and agile

· Tactical and Strategic thinker

· Key people skills


	Typical Minimum Education & Experience:

Ideally require a Bachelors degree from an accredited college.  Will also consider individuals with equivalent experience / combined education. Considered an emerging authority


