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	Competent contract administrator with excellent negotiation skills. In the last 8 years, I have been successfully devising contracts by liaising with the higher management. Capability to convince the parties to agree on a winning point and get the contract implemented.
Updated knowledge of the industry trends and laws to change the contract when needed and to save the company from facing any penalties or fines. Focus on details and manages contracts with utmost responsibility and diligence. Power reader and ability to comprehend the language.
My objectives in this job are/were:
· To prepare, evaluate and negotiate contracts between the parties.
· To plan, administer and revise the contracts according to the needs of the parties.
· To ensure the compliance of the contract by all the parties.
	

	
	
	

	
	
	

	
	Experience
Job Title | Company | Dates From - To
My roles in this job are/were:
· To make sure relevant parties adhere to the contract rules and procedures.
· To ensure all performance responsibilities are understood and met by the parties.
· To monitor the performance of the parties using various tools such as the spreadsheets or excel.
· To maintain the detailed records including the original contract documents.
· To prepare and distribute information to the relevant individuals informing them regarding the clause of the contract.
· To provide a summary of the contract and any resulting consequences in a situation of breach or completion.
Skills
	
Job Title | Company | Dates From - To
My roles in this job are/were:
· To purchase the sales and purchase contracts.
· To negotiate contract terms and policies with business partners.
· To update and review the existing contracts.
· To explain the terms and conditions to the customers and business partners.
· To analyze any potential risks attached to the contract terms.
· To ensure all the contract deadlines are met.
Job Title | Company | Dates From - To
This is the place for a brief summary of your key responsibilities and most stellar accomplishments.


	

	
	
	
	

	
	
	
	

	
	
	
	

	
	· Excellent communication skills including written and verbal.
· Negotiation skills to convince both the parties.
· Updated knowledge of the field.
· Accountability and responsibility.
· People skills to make them agree on a point.
· Time management and organizational skills.
	Management
Think a document that looks this good has to be difficult to format? Think again! To easily apply any text formatting you see in this document with just a click, on the Home tab of the ribbon, check out Styles.
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