National Contracts Administrator – Job Description

National Contracts Administrator
Job Description & Person Specification
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Function:	National Contracts Administration
Reports to:	National Contracts Office Manager


Purpose

To provide a professional and efficient administration service to support the National Contracts Customers and Stannah branches.

Key Responsibilities 

1. Manage, organise and update relevant data using database applications and excel spreadsheets.

2. Ensure key reports are produced to timescales using excel spreadsheets.

3. Progressing deadlines with Stannah branches to meet customer targets.

4. Communicate and provide information by relevant methods internally and externally to assist and enable organisational operations and effective service to the customer, colleagues and contractors.

5. Interpret instructions and issues arising and then implement actions according to administrative policies and procedures.

6. Research and investigate information to enable strategic decision-making by others.

7. Participate in meetings, conferences and project team activities where necessary.

8. Engage in continuous improvement activities.

9. Actively engage with the office etiquette program and ensure the highest standards of personal behaviour at all times. 

10. Adhere to stated policies and procedures relating to health and safety and quality management.

11. Adhere to procedures relating to the proper use and care of equipment and materials for which the role has responsibility.

12. Any other administrative tasks required by the team.


This list is not exhaustive and the jobholder will be expected to undertake any duties within their capacity to meet the needs of the business.



Relationships

Internal 

· The jobholder will be expected to maintain close and effective personal working relationships at all levels of the organisation. The communication skills required include the ability to communicate technical complex and sensitive information.

External 

· External agencies including suppliers and customers.

PERSON SPECIFICATION
Skills and Experience
· Previous experience in a customer focused role with excellent customer service skills.
· Ability to work within a complex data driven environment with attention to detail.
· Team player with the ability to work alone as necessary. 
· Ability to plan, prioritise and organise workloads to meet deadlines.
· Excellent communication - verbal and written.
· Capable of interpreting and reporting accurate data.
· Strong general administration experience.
· Experience in working within a pressured environment.
· Strong interpersonal skills with proven ability to work across all levels of an organisation.
· Experience in front line service to a range of different contracts.
· Ability to use Microsoft Office. 

Personal Attributes and Behaviours

· Excellent communication skills with the ability to interact at all levels and with different departments.
· A positive can do attitude and are calm under pressure.
· A Team Player with the ability to work on own initiative.
· Committed to actively improving own skills, knowledge, business awareness and performance through ongoing personal development.
· Well organised and manage your time effectively by focusing on priorities and results.  
· Confident and able to make own decisions (when required).
· Flexible and adaptable.
· Attention to detail.

Education and Qualifications
1. GCSE in English and Maths grade C or above.
1. NVQ in Administration (or equivalent) is desirable or proven experience in administration.
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