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	Job Title:
	Commercial Administrator

	Job Family:
	Commercial Support 

	Job Grade:
	[bookmark: Text3]     

	Department:
	Commercial

	Location / Region:
	Fawley Refinery, Southampton

	Reports To:
	Luke Hart



Integrity | Commitment to deliver | Relentless pursuit of excellence | Commitment to our people | One high performing team

	Key Objectives: 

	A Commercial Administrator supports the effective commercial and contractual management of projects, ensuring the timely and accurate administration of key processes. 

They are members of commercial teams on a variety of projects. 

They work in partnership with operational management.  


	Main Activities: 
(main day-to-day activities and the outputs of the role the individual is expected to deliver) 

	The working environment may be within an Altrad office, a third-party office facility, or a site location.  

Project Reporting/Administration 
· Provide administrative support to projects’ ‘Estimate-to-Cash’ process with the resultant generation of earned value. 
· Data entry/verification/corrections within Altrad’s digital systems (such as: Business Central, iPlan, amongst others). 
· Data entry/verification/corrections within client’s digital systems (such as: CDMS, SAP). 
· Support commercial colleagues with the production of project reporting requirements.
· Utilise Altrad’s Power BI reports where appropriate, alongside other Microsoft applications.

Commercial/Financial Reporting 
· Contribute towards projects’ valuation/application for payment processes (interim and final accounts) to ensure the receipt of timely, accurate and fair payment certificates through to sales invoicing. 
· Administer the sale invoicing process, regularly review aged debt reports, and maximise cash collection. 
· Support commercial colleagues with the compilation of figures necessary for Altrad’s financial period-end CVR (cost value reconciliation) process, on a monthly basis. 
· Maintain fully comprehensive records required to satisfy both internal and external audits. 

Cost Control 
· Provide administrative support to projects’ ‘Hours-to-Cash’ process to ensure efficiency and control is maintained. This is to achieve a one source of truth with regards to labour-type transactions with full alignment between payroll & agency expenditure, cost postings, and project reporting and outputs (including value). 
· Resolve queries with regards to local and/or national working rule agreements (such as NAECI, TICA, CIJC) using support from Altrad’s HR & payroll representatives. 
· Provide administrative support to projects’ procurement, plant and subcontract administration processes. 
· Maintain effective working relationships with third party vendors within the supply chain to mitigate risk to operational delivery. 
· Support the review of project ledger cost transactions in their entirety once per week (or more where required) using Business Central, Power BI, and MS Excel where appropriate. 
· Action any erroneous cost transactions within the same financial month period where possible, or as close to the same financial month period if not. 

Contracts 
· Administer contracts as directed by commercial management. 

Leadership 
· Support the business initiative ‘The Altrad Way’ as and when required. 
· Identify business improvement opportunities and communicate these within the appropriate Altrad forums or through your commercial line management. 
· Work in adherence to Altrad’s policies and procedures held within AIMS (Altrad Integrated Management System). 
· Provide support and collaborate with other Altrad functions and colleagues as and when required. 

People/Team Development 
· Provide mentorship and support to junior colleagues. 


	Behaviours to Exhibit: 

	· Be commercially aware, understand and anticipate the needs of operations delivery to our clients. 
· Maintain Altrad’s high standards with regards to service delivery to our clients, whilst delivering actions which protect Altrad’s project performance at all times. 
· Be thorough and pay attention to detail. 
· Ability to use your judgement and make decisions. 
· Enthusiastic participation in business improvement initiatives.  
· Learn from the past but be future orientated. 
· Have a well-developed sense of ethics and stand up for these principles. 
· Collaborative contributor.


	Measures / Dimensions / Size of job: 
(P&L, Budget, HSEQ, People / Team Management)

	This role would work on one or more projects within one of Altrad’s defined Business Units in the UK, Ireland or Nordics. 

Key metrics would be contributions towards achieving projects’ budgets/targets for revenue, gross margin and working capital/cash collection. 

Plus: 
· Adoption and advocacy of the business initiative ‘The Altrad Way’. 
· Adherence to Altrad’s policies and procedures held within AIMS (Altrad Integrated Management System).


	Qualifications / Experience: 
(Academic qualifications as well as experience) 

	Holds educational qualifications in Mathematics and English, and may have completed a Business Administration diploma or similar.

Having held similar roles within applicable industries would be beneficial. 

Skills required: 
· Mathematics 
· Methodical 
· Confident in the use of digital systems and software (including Microsoft applications) 
· Understanding of industry applicable national working rule agreements (such as NAECI, TICA, CIJC)
· Awareness of Altrad’s core disciplines & services 
· Good written and verbal communication skills


	Key Relationships: 
(The list of roles the job-holder most frequently interacts with)

	· Quantity Surveyors 
· Cost Engineers 
· Commercial Administrators 
· Operations/Project Managers 
· HR & payroll departments 
· Finance departments – Accounts Receivable, Accounts Payable


	HR Use Only

	SCI
	AQR
	PK
	PRM
	CDM
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	Completed by (HR):
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Note: SCI - Strategic & Customer Impact; AQR - Accountability for Quality & Results; PK - Professional Knowledge
PRM - People & Resource Management; CDM - Complexity & Decision Making
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