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Job Description

Job Title:
Manager, Contracts
Job Code:
JE5998
Job Grade:
M4
SJC Code:
TBD


Reports to:  
Chief Counsel
EEO-1/Job Family:
Officials/Managers
Supervises:
Contract Administrators
Created/Revised:
April 6, 2005
Ed/Exp:
BA/5 Years
Travel:
< 10%
Lic/Cert:
None
Environment:
General Office


Objective: To manage corporate contract administration as a liaison between sales, marketing, legal, finance, and commercial and government/military customers.  To manage corporate contracts for the sales and purchase of products or services.  To manage corporate contract administration in compliance all legal requirements, and while also ensuring the perpetual integrity and security of company assets.
Essential Functions: 
1. Manages, negotiates and drafts contracts and software licenses for commercial and government/military customers outside of standard agreement forms.

2. Develops an effective and efficient staff through recruitment and selection, training and development, reward and recognition, and progressive discipline. 
3. Creates and modifies standard company agreements.
4. Reviews, approves, and recommends modification of contracts that are not standard company agreements.
5. Establishes and manages a worldwide contract database and files of executed contracts.

6. Directs staff to guide departments on contractual procedures, rights and obligations, and to follows-up to validate compliance.
7. Manages the reporting of pending and closed negotiations, contract renewals and expirations.
8. Conducts original presentations on contract administration to internal teams, management and others. 
9. 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 proficiencies, which includes two (2) or more years of experience managing a staff.
Skills, Knowledge & Abilities: Demonstrated proficiency managing, negotiating and drafting contracts and software licenses for commercial and governmental customers outside of standard agreement forms.  Demonstrated thorough 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 developing an effective and efficient staff through recruitment and selection, training and development, reward and recognition, and progressive discipline. Demonstrated proficiency creating and modifying standard company agreements.  Demonstrated experience directing 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 domestic and international 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 
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