[image: image1.png]INJEPPESEN.





Job Description

Job Title:
Contract Administrator
Job Code:
JE5996
Job Grade:
J20
SJC Code:
TBD


Reports to:  
Manager, Contracts
EEO-1/Job Family:
Professional
Supervises:
None
Created/Revised:
April 6, 2005
Ed/Exp:
BA/5 Years
Travel:
< 10%
Lic/Cert:
None
Environment:
General Office


Objective: To provide full-performance contract administration through the negotiation and drafting of contracts and software licenses involving commercial and/or government/military customers, as directed.  To modify and maintain standard company agreements, as directed.  To review and recommend the modification of contracts not produced as standard company agreements.  To validate contracts are in compliance with all legal requirements, while also ensuring the perpetual integrity and security of company assets.
Essential Functions: 
1. Negotiates and drafts contracts and software licenses involving commercial and/or government/military customers, as directed.
2. Modifies and maintains standard company agreements, as directed

3. Reviews and recommends the modification of contracts not produced as standard company agreements.
4. Maintains a worldwide contract database and files of executed contracts.  Monitors data and validates accuracy and completeness.
5. Advises departments of contractual procedures, rights and obligations, and follows-up to validate compliance.
6. Guides management and staff in all necessary administrative contract actions and follow-ups.
7. Prepares reports on pending and closed negotiations, contract renewals and expirations. 
8. Performs other related duties, including special projects, as requested or required
Education/Experience: Bachelor’s degree in business administration, law, materials management, or purchasing, with an emphasis in commercial and government/military contract administration, or the equivalent combination of related training, proficiency and experience.  A Master’s degree is preferred.  Five (5) or more years of related experience, or the equivalent and validated proficiency.
Skills, Knowledge & Abilities: Demonstrated proficiency negotiating and drafting contracts and software licenses for commercial and government/military customers outside of standard agreement forms.  Demonstrated knowledge of the best practices in contract administration as defined by the Office of Federal Procurement Policy or equivalent industry standards, or demonstrated proficiency.  Demonstrated proficiency creating and modifying standard company agreements.  Demonstrated proficiency creating and modifying standard company agreements.  Demonstrated knowledge of FARs, particularly Parts 12 and 15, and DFARS.  Demonstrated knowledge of contract law and government/military purchasing processes for commercial goods and services.  Demonstrated knowledge of contract administration with the Department of Defense, and cost reimbursable acquisition experience is desired. Demonstrated proficiency with Microsoft Office, Lotus Notes, databases, and contract management software.  Demonstrated experience completing original research and analysis, and the consistent achievement of projected results based on analysis performed.  Demonstrated effective and diplomatic oral and written communication skills, including making scheduled/unscheduled presentations before diverse business development teams, executive management, and external clients.  Demonstrated experience using diplomacy to negotiate, to resolve service conflicts, and to persuade others to embrace strategies proposed.
Licensure/Certification: A Certificate in Contract Administration is desired.  A Paralegal Certificate is desired.
Performance Requirements: Employee must comply with Jeppesen’s policies and procedures, including but not limited to: attendance, harassment, EEO/AA, confidentiality, security, safety, conflict of interest, ethics, copyright and patent, completion of core management development requirements, and use of company equipment/products/services, etc.

Physical Requirements: Character and scope of essential functions require constant sitting, seeing, hearing, repetitive motion, and occasional lifting of general  office materials [reams of paper, telephone books, flight manuals, binders, etc., typically weighing ten (10) pounds or less.  Employee must comply with safety and security requirements, and wear Personal Protective Equipment (PPE) as requested or required.
Competencies:  (5) Business Acumen, (15) Customer Focus, (52) Process Management, (1) Action Oriented, (47) Planning, (42) Peer Relationships, (62) Time Management, (39) Organizing, (3) Approachability, (19) Developing Direct Reports 
All content is Copyright © 2005 Jeppesen All rights reserved. No part of this document may be released, used, reproduced or distributed in any manner whatsoever without prior written permission from the copyright holder.

