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	Job Title:
	Legal & Contracts Co-ordinator/Advisor

	Job Family:
	[bookmark: Text2]     

	Job Grade:
	[bookmark: Text3]     

	Department:
	Commercial & Legal

	Location / Region:
	Aberdeen - UK

	Reports To:
	Head of Legal UK



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

	Key Objectives: 

	
Contract Support Services
· Ensure a well maintained and populated central contract repository;
· Act as a Contract Support Services focal point for contractual related projects;
· Provide assurance that contractual procedures and documents are up to date and published via AIMS
· Providing general advice and assistance to the Commercial Team on [complex] legal issues. 
· Support the business in delivering a pre contract review process
· Providing general advice and assistance on contracts where required. 

Legal
· To provide legal and commercial support across the UK business.
· To assist the Head of Legal in managing legal risk, contractual matters, insurance issues, corporate governance and compliance activities.
· To support the delivery of practical and commercially focused legal advice aligned with the business objectives of the Group.


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

	
Contract Support Services
· Support the business with collation of executed contracts and management of Contract Repository
· Act as point of contact for contract related projects as required from time to time;
· Maintain and update as requested related contract support procedure including standard contract templates, NDA’s etc
· Support the Contract Support Services team with contract queries and legal research.
· Assist with the drafting and negotiation of contracts, amendments, NDAs, framework agreements and other commercial documents as required by the business
· Assist with the training and implementation of contract governance processes.

Legal
· Provide day-to-day support to the Head of Legal in the delivery of legal, governance and insurance activities. 
· Assist with the review, drafting, negotiation and administration of customer contracts, supplier agreements, confidentiality agreements, framework agreements and other legal documentation. 
· Maintain contract management systems and legal document repositories, ensuring records are accurate and up to date. 
· Prepare, format and coordinate the execution of contracts, legal correspondence and corporate documents. 
· Track key contractual obligations, notices, renewal dates and compliance requirements.
· Assist in the management of disputes, claims, litigation and external legal advisers, including the collation of information and maintenance of matter files.
· Support corporate governance and company secretarial activities, including board and shareholder resolutions, maintenance of statutory records and corporate filings.
· Assist with corporate transactions, restructurings and other strategic projects as required.
· Support the management of insurance matters, including policy reviews, claims administration, broker engagement and insurance-related contractual reviews.
· Liaise with internal stakeholders across commercial, operational, finance, HR and procurement functions to provide practical legal support.
· Support the development, implementation and maintenance of legal templates, policies, procedures and governance frameworks.
· Monitor legal and regulatory developments and assist in assessing their impact on the business.
· Support the preparation and delivery of legal awareness training and guidance materials across the business.
· Ensure all legal documentation and information is handled confidentially and in accordance with company policies and professional standards.


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

	·      
·      
·      
·      

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

	· Qualified Solicitor, Trainee Solicitor nearing qualification, or Paralegal with relevant commercial legal experience. 
· Experience reviewing and drafting commercial contracts. 
· Understanding of contract law, corporate law and legal risk management. 
· Experience working in-house or supporting commercial organisations would be advantageous.


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

	· Head of Contract Support Services
· Head of Legal UK

	HR Use Only

	SCI
	AQR
	PK
	PRM
	CDM
	GRADE
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	Comments:
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	Completed by (HR):
	[bookmark: Text28]     


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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