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	Job Title:
	Senior Commercial Officer 
	Job Holder:
	

	Function:
	Finance 
	Grade:
	SG5

	Discipline Area: 
	Commercial 
	Last Updated:
	


	Job Purpose:  

	· To be accountable for preparing commercially binding and profitable business propositions in connection with customer contracts and supplier sub-contracts, in accordance with the Business Plan and agreed budgets.
· To improve and enhance the commercial effectiveness of the Division, through working together with Bid and Project Managers, project teams and through personal contribution.

· To be responsible for developing the commercial aspects of business opportunities within the delegated authority, maximising profitability and managing commercial risk.
· To support the Commercial Manager, as requested, in business and financial planning.


	Responsibilities:  

	Project and Commercial Support
· Customer point of contact

· Conduct detailed reviews of Contracts (with support) and other relevant commercial documents

· Undertake necessary on contract agreements and administration

· Support Supply Chain with reviewing/approving supplier terms and conditions Where required, draft customer flow downs for supply chain (with support)Participate in project meetings, internally and externally as required.
· Liase with the project managers and deal with commercial/contractual matters

· Apply and negotiate Contract Changes where deemed necessary

· Undertake financial control and cash collection duties when deemed necessary

· Complete relevant Contract closure administration

· Draft and /or review agreements such as NDAs, Contract Framework Agreements etc. as required
· Maintain appropriate registers for managing enquiries, Orders, Contracts where necessary
Bid Co-ordination

· As appropriate develop commercial proposals
· Review/approve  internal bid sheets/gate reviews
· Issue bids and support follow-up and clarification matters

· Undertake audit trail administration
· Point of contact for internal reporting

	Key Result Areas:

	The jobholder will be expected to work within SEA’s Values: 

	· Safety First – We operate safely and responsibly, protecting each other and the environment.

· One SEA Team – We are in this together.  One team, working ethically, respectfully & professionally.  We take responsibility and challenge each other constructively

· People Focussed – We all contribute to making our culture one that is supportive and empowering; where everyone can grow and develop, feel valued and rewarded.  We prioritise a healthy work-life balance

· Delivery Excellence – We exceed our commitments by delivering timely, quality outputs whether that’s for each other or our clients and partners.  We are always looking for ways to innovate and continuously improve

· Trusted Partners - We partner strategically, collaboratively and always with integrity, whether that is between us inside SEA or externally

	Reporting Line

The jobholder will report to the Commercial Manager.



	Job Location

The job will be a combination of hybrid working from home and in the Barnstaple office. 

	Job Holder Declaration:

I accept the purpose and key result areas of my role with SEA are as outlined above.

Signature:​​​​​​​​​​​​​​​​​​​​​​​​​__________________________________________  Date: _______________
 

	Line Manager Declaration:

I confirm that the purpose and key result areas of this role are as outlined above have been agreed with me as line manager.

Signature:​​​​​​​​​​​​​​​​​​​​​​​​​__________________________________________  Date: _______________
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