
Our company is growing rapidly and is hiring for a contracts manager. We
appreciate you taking the time to review the list of qualifications and to apply for
the position. If you don’t fill all of the qualifications, you may still be considered
depending on your level of experience.

Responsibilities for contracts manager

Manages and supports completion of the entire tender process (pre-
qualification, proposal preparation, tender evaluation contract negotiations
and administration) by providing guidance and reviews of direct reports work
Collaborate with management to ensure proper support in proposal
preparation and contract negotiations
Collaborates with Division and project management to ensure proper support
in proposal preparation, contract negotiations and administration
Proactively advise internal clients (program/business managers, finance, and
sales) concerning contractual requirements
Responsible for day to day oversight and integrity for development,
management and implementation and of standardized contracting processes
across Qualchoice Health Plan Services
Responsible to identify gaps and risk issues as it relates to contracting
processes
Requests amendments or modifications to contracts as required
Support of Compliance and Services such as maintaining all copies of live CEL
agreements for MMS and maintain a coherent management of IP within MMS
from the identification and protection of IP through to the development of
exploitation models from the same
Ensure maintenance of appropriate contractual records and files provide
regular reports/briefs as required
Works closely with all stakeholders to track and monitor contractual and
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Qualifications for contracts manager

Ability to work effectively cross-functionally, think proactively, practically and
be solution-oriented
Previous experience as an Attorney, Paralegal or Contract Specialist
Act as facilitator in internal and external meetings
Provides contract direction to internal functional areas
Responsible for correspondence with the customer regarding all contractual
issues, and resolving open issues
Responsible for submittal and tracking of contract reports and data items


