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Post Reference:
VO4061
Department:

Finance 
Post Title: 

Commercial Contracts Assistant 
A vacancy has arisen within the Commercial Contracts Team for a Commercial Contracts Assistant, based at Head Office, Barnsley. 

Key responsibilities of the role will include:

· Processing pre-order meeting minutes and standard contract covering letters. 

· Responding to internal and external contract related enquiries with guidance from the CCM.  

· Drafting and processing contractual notices.  

· Completing contract reviews based on standard criteria and passing to the CCM for final review.  

· Assisting the CCM in providing guidance on all contract matters to internal teams.  

· Preparing for and assisting the CCM in attending customer meetings.

· Liaising with internal departments and working closely with the area sales team.

· Attending and supporting internal meetings.  

· Interacting with both customers and internal teams (by telephone and email).  

· Maintaining accurate records using electronic systems, spreadsheets and hard copy filing.   

· Running and updating reports.

· Supporting the Company Secretary with administrative tasks, as required.

· Other ad hoc duties.

To fulfil this role you must have:

· Excellent attention to detail. 

· The ability to read and digest a high volume of documentation.   

· The ability to identify commercial and contractual risks.   

· Strong organisational skills to manage your own workload and meet strict deadlines.

And be:  

· A reliable team player who displays a positive and flexible attitude.

· A confident communicator able to interact at all levels and adapt to different clients and projects.

· Able to work under pressure in a fast-paced environment.

Development within the role may include:

· Attending customer meetings independently. 

· Involvement in delivery of in-house training. 

· Completing contract reviews and proposing amendments.  

If you are interested in this position, then please send a detailed letter of interest to the Human Resources department. For external applicants, please email your CV and covering letter to recruitment@symphony-group.co.uk.

Please quote the vacancy reference number on all correspondence.
