	Job Title:

Assistant Contracts Manager
Purpose:
The management of a range of multidisciplinary contracts, including Secured Bus and related contracts. Provide advice and support across Nexus to ensure effective management of contracts. 
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Remuneration:
APT&C Band 4
	1.
	Principal areas of responsibility



	
	1.1
	Take the lead in overseeing Nexus and contractor obligations under the Secured Bus Services contracts and related contracts.


	
	1.2

	Take overall day to day management responsibility for the technical operation, monitoring and provision of advice on all performance regimes within those contracts.


	
	1.3
1.4

1.5

1.6

1.7
	Take responsibility for progressing regular occurrences under contracts including performance assessments, deductions, additional payments and forecasts.
Management of change controls and variations registers.

Identify risk mitigation measures and invest to save measures (Risk and Opportunity Management).

Preparing and collating period end reporting.

Assist with the development and management of a Quality Management System for service contracts within the responsibility of the post holder.


	
	1.8
	Provide support and advice to contract managers across Nexus, in establishing contract management arrangements and support on issues arising under contracts.


2.
Dimensions

	2.1
	Communications



	
	2.1.1
	Work with contractors and Nexus’ internal departments ensuring all obligations under the relevant contracts are met, undertaking compliance audits when required.


	
	2.1.2
	Request and gather all required information to ensure financial penalties and additional payments under contracts are advised and made within the correct timescales.



	
	2.1.3
	Provide advice, guidance, briefing notes, reports and instructions to the Bus Contracts Manager, Nexus’ internal departments and Senior Leadership on contractual matters, ensuring relevant information is prepared and communicated as required.



	
	
	


	2.2
	Decision Making & Problem Solving



	
	2.2.1


	Ensure contractors deliver the expected level of performance under the performance regimes, attending performance review meetings, undertake service performance monitoring and surveys, and recommend remedial actions if required.


	
	2.2.2

	Review project and cost management processes and tools, make recommendations for improvement, and support the implementation of agreed changes.



	
	2.2.3
	Review contractor submissions and advise on the appropriate actions to be taken.


	2.3
	Initiative & Independence



	
	2.3.1

2.3.2
	Question and challenge contractors in the evaluation of cost and time variations as well as certifying payments as required.

Proactively manage and agree resolutions for contractual variations, waivers and disputes as well as provide approvals. Critically analyse contractor submissions and provide approvals as well as ensuring contractual compliance has been maintained all within short timescales. 


	
	2.3.3
	Assess compliance of contractors in delivery of obligations including reviewing evidence, carrying out in person or desk-based audits and compliance checks, provide recommendations and commercial position papers for senior leadership, formulating responses and the issuing and monitoring of any waivers.


	
	2.3.4
	Liaise with contractors on results of performance regimes, assessing results, advising the Manager of any non-compliances and arranging any Nexus audits required as a result of their analysis.


	
	2.3.5
	Continuously review performance regimes to identify areas of improvement and review appropriateness of the targets that have been set, making recommendations on any required changes to the contract manager and senior leadership team.


	
	2.3.6
	Proactively work with managers across Nexus to provide support in establishing contract management arrangements, focussing on interventions that mitigate risks, and improve effectiveness and efficiency.


	
	2.3.7
	Plan and manage own workload to ensure contractual requirements are met throughout life of the contracts which may range from 1 to10 years. Make decisions, in line with the contract stipulations regarding performance penalties and warnings.


	2.4
	Resources



	
	2.4.1

2.4.2
	Support in the management of Secured Bus Contracts and associated services which attracts annual expenditure in the region of £20 million with decision making capabilities and sign off day to day changes, financial and performance related. 
Responsible for ensuring all performance regimes are operated to requirements within the contracts, deductions are made correctly, and monitoring of performance regimes budgets.


	
	2.4.3
	Responsible for monitoring of budgets and producing budget forecasts, consider invest to save opportunities and negotiate sums whilst maintain contractual compliance. Responsible for the recharging to internal departments when required. 



	2.5
	People


	
	2.5.1

2.5.2
	Line management of a Bus Contract Compliance Technician. 
Provide both support and challenge to operational departments in the delivery of their contracts. 

	
	2.5.3
	Deputise for the Contracts Manager and other Assistant Contracts Manager within the Commercial Directorate.



	2.6
	Health & Safety



	
	2.6.1

2.6.2


	Work with the Bus Contracts Manager and QHSSE Department to assess delivery of contractors health and safety arrangements.
Assist with the investigation of third-party incidents, accidents and claims in the delivery of their contracts.

	
	2.6.3
	Ensure that direct staff and contract staff are adequately trained and competent to work on Nexus infrastructure where appropriate.



	3.
	Statutory Duties


	
	3.1
	Responsible for carrying out duties and ensuring procedures are in place to meet legislative and company standards requirements for Nexus Rail and inline with industry best practice.



4.
The Holder of this post must have access to required safety publications and personal equipment/PPE.
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