	Job Title:

Assistant Contracts Manager
Purpose:
Assist in the management of a range of multidisciplinary contracts, including the Metrocar Maintenance Agreement (MMA) and Train Services Agreement (TSA). Assist in providing advice and support across Nexus to ensure effective management of contracts.
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Person Specification 
Date:
	ESSENTIAL CRITERIA

	
	

	EDUCATION
	

	Educated to degree level 
	Application Form/ Certificate

	SPECIFIC KNOWLEDGE
	

	Able to demonstrate experience of cost management 
	Application Form/Interview

	A good understanding of risk management
	Application Form/Interview

	IT skills including using Excel and other bespoke analytical software
	Application Form/Interview

	Interpretation of legal contracts
	Application Form/Interview

	Able to demonstrate cost variation management skills
	Application Form/Interview

	SKILLS & COMPETENCIES

	Ability to write comprehensive and clear reports
	Application Form/Interview

	Ability to manage standard and complex contracts with a high financial value
	Application Form/Interview

	Good commercial acumen and negotiation skills
	Application Form/Interview

	Capable of developing positive relationships and aware of the importance of consultation with key stakeholders
	Application Form/ Interview

	High level of attention to detail and strong analytical skills
	Application Form/ Interview

	Ability to meet deadlines amidst business demands
	Application Form/ Interview

	Ability to use own initiative
	Application Form/ Interview


	EXPERIENCE


	Experience in analysing data
	Application Form/Interview

	Experience of contract management
	Application From/ Interview

	Experience of change control management 
	Application Form/ Interview 

	DESIRABLE

	Experience of operating a performance regime
	Application Form/ Interview

	Collection and analysis of benchmarking data
	Application Form/ Interview

	Experience of reviewing contracts in a legal or commercial background
	Application Form/ Interview 

	Working knowledge of passenger transport systems and developments
	Application Form/ Interview 


