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Our company is growing rapidly and is looking for a contracts coordinator. Thank
you in advance for taking a look at the list of responsibilities and qualifications. We

look forward to reviewing your resume.

Responsibilities for contracts coordinator

» Evaluate and provide analysis of planned vs actual costs for materials/
services /contracts

¢ Assists in obtaining Fair Market Valuations, submitting requests through
proper channels, gathering and providing documentation to valuation
vendors

» Generates appropriate letters of appointments for service on committees,
including BOT, MEC, and various Advisory Committees

o Complies and maintains all general contracts for facility, including but not
limited, to School Affiliation Agreement, Maintenance Agreements,
Equipment Leases, software licenses, etc

* Assists facility department directors with development and processing of new
or revised contracts including vendor follow-up to ensure contracts are
developed & submitted timely

» Processes contract invoices/payments and Purchases Orders accurately and
timely

» Coordinates with various managers on the development and processing of
new or revised contracts

o Keeps Administration informed of pertinent issues

e Simultaneously handles several projects in a successful and accurate manner

e Processes and distributes copies of all pertinent correspondence to
Administrative and Management Staff

Qualifications for contracts coordinator



Ability to collaborate and work with other departments within Gilead such as
Finance, Risk Management, Procurement, IT and Business Conduct

A goal-oriented attitude and entrepreneurial spirit that thrives in a dynamic,
evolving environment where the challenges and opportunities change daily
Potential to develop into roles with increasing responsibilities

Able to be independent and consistently deliver activity reports

Versatile user of PC and Standard office software

Audit Duty payment process and check that filing is



