SAMPLE 220-7

Internal Job Posting Position Description
Job Title:
Contracts Administrator

Department:
Contracts

Reports To:
Contracts Manager

FLSA Status:
Exempt

Pay Grade:
10

Posting Date:
 January 21, 20XX
Job Posting Number: 1014

ROLES AND RESPONSIBILITIES

The contracts administrator directs activities concerned with contracts for the sale of computer equipment, materials, products, or services.  Responsibilities include accepting, monitoring, and administering contracts and subcontracts between inter-Company customers and vendors, by gathering information and preparing reports on contractual delivery requirements.  Extensive customer contact required.  Acts as direct liaison with customers with regard to contractual commitment modifications and revisions.  Prepares contractual data for initial proposal submittal to customer. Participates in pre‑contract discussions and negotiations.

QUALIFICATIONS AND SKILLS

Qualifications include a bachelor's degree and one (1) to two (2) years of related experience (or equivalent combination of education and experience), preferably within the computer industry. Requires the ability to effectively communicate orally and in writing with various levels of internal and external customers. Must be able to solve practical problems and work effectively under tight deadlines.  Must possess superior negotiation and presentation skills.  Must be detailed-oriented.  Ability to travel periodically is required.

IF YOU ARE INTERESTED IN APPLYING FOR THIS POSITION, YOU MUST COMPLETE AN INTERNAL TRANSFER APPLICATION FORM AND SUBMIT IT TO HUMAN RESOURCES NO LATER THAN JANUARY 31, 20XX.
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