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	Principal Contracts Administrator

	

	Job Reference:   

	UKIS429

	LM People Job Code/Title:   
	E4153/Contracts Negotiator Sr

	Location:   
	9962 - Havant, Langstone Tech Park

	Programme/Functional Group:   
	All


	Description of Business Environment:

Administers, extends, terminates and negotiates standard and non-standard contracts. Conducts proposal preparation, contract negotiation, contract administration, and customer contact activities to provide for proper contract acquisition and fulfilment in accordance with company policies, legal requirements, and customer specifications. 
Examines estimates of material, equipment services, production costs, performance requirements, and delivery schedules to ensure accuracy and completeness. Prepares bids; processes specifications, progress, and other reports; advises management of contractual rights and obligations; compiles and analyzes data; and maintains historical information.


	Specific Job Description:

Responsible for contracts management of development and production contracts.  Contracts are typically of a high value with critical schedules involving levels of complexity and contract change activity.  The post holder is authorised to negotiate and make binding decisions on behalf of the company, subject to appropriate approvals, and serves as a primary commercial interface with customers, suppliers and internal organisations on assigned programmes.  
Is required to have the ability to write and negotiate unique contract language and make business decisions involving legal, financial and programmatic issues.  The post holder is also required to be a key contributor to the formulation and execution of business strategy and may have direct responsibility for giving junior personnel coaching and advice.  And additionally, may be expected to take on a lead role for specific circumstances.




Duties / Responsibilities:

1. Manage, provide guidance on and administer multiple, complex acquisitions and

relationships with minimum management assistance:

· Demonstrate a thorough knowledge of the different types of commercial/contract models and how to use them 

· Ensures Terms and Conditions compliance including flow down of prime contract commercial requirements to suppliers

· Independently define all risks and create and implement solutions to problems and issues as they arise

· Independently identify, define and implement contract revisions and improvements in accordance with normal procedures

· Liaison with internal organisations, customers and suppliers in support of above and provide guidance and advise relevant to assigned agreements

· Organise and maintain contract files

· Ensure timeliness of all contract actions including DCAs, contract summaries and contract close out in a timely manner.

· Keep leads, team leads and/or managers appraised of current issues and their mitigation/resolution

· Responsible for ensuring flow down of prime contract commercial requirements to suppliers.

2.
Leads source selection requiring innovative approaches:  

· Is main interface between customer, supplier and internal organisation

· Issue and analyse RFQs/ITTs including multi criteria

· Evaluates multiple contract packages

· Supplier identification

· Vetting of responses

· Make recommendations to lead, team lead or manager (as appropriate) in regards to the outcome of the selection process, including identification of any risks or alternatives associated with the selection

· Is able to improve the standards for proposals/ITTs

· Gets other related disciplines involved and co-operating for the successful conclusion of the process.

3.
Carry out negotiations in support of the above:

· Negotiations completed in a reasonable time with minimal management/team lead dependency

· Required to be influential in negotiation plan including preparation, strategy, appointment of roles and the approval process and is able to maintain effective control of the sessions

· Is recognised as a Lead for fact findings, negotiations and follow-up activity

· Negotiate Terms and Conditions on non-standard agreements 

· Resolves difficult problem areas and shows a risk avoidance approach to doing so.

4.  
Provide advice and counsel to programme staff and the facility including presentations to management.

5.
Single point of focus for analytical, planning, negotiation skills and knowledge for assigned programmes

6.
The post holder works with minimal supervision against established procedures.

7.
Reports to either Leads, Team Leads or Manager. 

8.
Prepares and/or assists in preparation of correspondence, presentations, reports and/or contract summaries and briefs facility management on related issues and in so doing is able to demonstrate effective leadership and problem solving.

9.
May, with direction, supervise work flow of agency staff and ITs and provide advice and coaching.

10.      Shall be cognisant of all relevant Lockheed Martin processes.

11.
Undertake additional responsibilities as assigned.

	Standard Job Description:

This section applies to internal applicants only and has been removed.  If you require this information please refer to LMPeople or your HR Business Partner


	Typical Minimum Education & Experience:

This section applies to internal applicants only and has been removed.  If you require this information please refer to LMPeople or your HR Business Partner


