




Contracts Co-ordinator
Job Description


	Job Title:
	Contracts Co-ordinator 

	Reports to:
	



	Job Description:

	
As Contracts Co-ordinator you are responsible for supporting and leading the organisation’s contract management function, ensuring effective management of contractual relationships, procurement opportunities and commercial agreements across the business.

Our vision is Creating Meaningful Lives Together, Excellence in Every Detail, and our values are Caring, Supportive, Honest, Respectful and Accountable. As Contracts Manager, you are responsible for embedding these values into all aspects of your role, ensuring professional, collaborative and commercially effective relationships are maintained with both internal and external stakeholders.

You will play a key role in contract negotiation, procurement management and commissioner engagement, ensuring the organisation maximises commercial opportunities while maintaining compliance with contractual and regulatory requirements. The role requires strong relationship management skills, commercial awareness and the ability to manage multiple priorities within a fast-paced environment.
Working closely with operational teams, commissioners and finance colleagues, you will support occupancy growth, negotiate fee uplifts and ensure contracts are managed effectively to support the organisation’s strategic objectives.
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	Role Responsibilities:

	
Contract Management & Negotiation
· Review, negotiate and manage contracts with Local Authorities and Integrated Care Boards.
· Ensure all contractual arrangements align with company objectives, commercial targets and regulatory requirements.
· Complete contractual documentation including proformas, ITTs (Invitations to Tender) and associated procurement documentation.
· Maintain accurate and organised contract records and documentation.
· Resolve contractual queries and disputes professionally and efficiently, engaging relevant internal stakeholders where required.

Commissioner & Stakeholder Relationships
· Develop and maintain positive working relationships with Local Authorities, Integrated Care Boards and other external stakeholders.
· Act as a professional point of contact for all contract and procurement-related matters.
· Build strong collaborative relationships with Home Managers and wider operational teams to support contract management and occupancy objectives.
· Promote effective communication and partnership working across all stakeholders.

Procurement & Tender Management
· Set up, manage and maintain tender procurement portals and associated systems.
· Monitor procurement opportunities and support submissions in line with business objectives.
· Coordinate tender responses, ensuring accuracy, quality and timely completion of submissions.
· Support the organisation in securing new business opportunities and framework agreements.

Commercial Performance & Fee Negotiation
· Lead and support annual fee uplift negotiations with Local Authorities and Integrated Care Boards.
· Demonstrate strong commercial awareness to support occupancy growth and revenue optimisation.
· Work collaboratively with operational and finance teams to support commercially sustainable outcomes.
· Support debt management processes relating to Local Authority and Integrated Care Board contracts where required.





	Role Responsibilities:

	
New Service Commissioning Support
· Support commissioning arrangements for new build homes and newly acquired services.
· Assist with the establishment of new framework agreements and contractual arrangements.
· Ensure contractual processes are effectively implemented during mobilisation and commissioning phases.

Governance, Compliance & Professional Practice
· Ensure confidentiality is maintained at all times in line with company policy and data protection legislation.
· Maintain up-to-date knowledge of procurement, commissioning and contract management practices within the health and social care sector.
· Demonstrate professionalism, accountability and integrity in all aspects of the role.
· Commit to continuous professional development and ongoing learning.





	Person Specification:

	Experience
	Essential / Desirable
	Assessment

	Minimum of 2 years’ experience in a similar role
	Essential
	CV/Application/Interview

	Able to communicate clearly and effectively both verbally and in writing
	Essential
	Application/Interview

	Computer skills (MS, Word, Excel, Outlook & Teams)
	Essential
	Application/Interview

	Enthusiastic, polite, and professional manner in all communication
	Essential
	Application/Interview

	Effective interpersonal skills
	Essential
	Application/Interview

	Ability to plan, manage and organise a busy workload
	Essential
	Application/Interview

	Ability to meet deadlines & prioritise objectives
	Essential
	Application/Interview

	Establish good working relationships with both internal and external stakeholders
	Essential
	Application/Interview

	

	Values – I am fully committed to being:
· Caring
· Supportive
· Honest
· Respectful
· Accountable



	Agreement:

	
Employee Signature:
	
	
Date:
	

	
Manager Signature
	
	
Date:
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