
   

 
RECRUITMENT 

 

REFERENCE NUMBER: COCOAD0218 

JOB TITLE: Commercial Contracts Administrator 

LOCATION:  Denham, Middlesex 

 

Martin-Baker is the world's leading manufacturer of Ejection Seats and related escape equipment. 

Martin-Baker is the only company that can offer a fully integrated escape system that satisfies the very 
latest in pilot operational capability and safety standards. Martin-Baker offers a complete 'end-to-end’ 
service, from assisting the customer to establish operational safety requirements, including product design, 
development and qualification, to on-going support throughout the entire service life of the aircraft. 

 

 
DEPARTMENT NAME:  Commercial 

JOB DESCRIPTION: 

A vacancy has arisen for a Commercial Contracts Administrator working in the Commercial Department at 
the Denham site. The role holder supports a Commercial team on a number of nominated activities and 
accounts to provide day-to-day operational and transactional commercial support to the business. This is 
the entry point for this role. 
 
AREAS OF RESPONSIBILITY: 
 

- Customer Relationships – The focal point for customer enquiries.  Build and maintain professional 
Contract Administration.  Learns and develops SAP awareness skills.  Can load, interrogate, and 
report on SAP order processing. 

- Contract Management. Contributes to basic contract management (e.g. by contributing to contract 
baseline reviews and drafting change control notices) by monitoring and ensuring the successful 
delivery of business in accordance with contractual terms 

- Contract Interpretation. Develops understanding of requirements expressed in executed customer 
contracts, to be able to take on less routine, more complex commercial activities over time. 

- Offering Infrastructure. Participates in the development of routine, non-complex commercial 
structures and trading terms for business offerings to senior colleagues' satisfaction. 

- Business Risk. Identifies, manages and mitigates business risk and focus on credit risk when 
carrying out work, to ensure output does not put MBA at risk. 

  
EDUCATION/QUALIFICATIONS/SKILLS/KNOWLEDGE: 
 

- Minimum ‘A’ Level or GNVQ Advanced in a Business related subject 
- Literacy, numeracy, logic, judgment and analysis skills as a broad base on which to develop 

business and commercial skills 
- Should expect to work towards IACCM accreditation 
- Commercial Innovation 
- Commercial Flexibility 
- Risk analysis, mitigation and management 

 
 
 
 
 



   
- Commercial Deal Making 
- Contract Administration 
- Competent basic IT skills in particular Word and Excel.  SAP / ERP experience would be beneficial 
- Excellent oral and written communication skills 
- High attention to detail and accuracy 
- Team Player 
- Ability to work on own initiative with minimal supervision.  Prioritise own workload and organise 

own time to achieve objectives 
- A high level of self-drive, proactivity and motivation to meet challenging targets and timescales 

within a changing environment 
 
PERSON SPECIFICATION: 
 

- The ability to build and develop relationships. 
- Strong attention to detail. 
- Confident, flexible and adaptable. 
 

SPECIFIC/TECHNICAL SKILLS 
 

- Regular and prompt turnaround of work in support of total contract value business targets 
- Contract and SAP maintained to currency under accurate change control, reflecting current 

customer delivery profile. 
- Accuracy of contract interpretation. 
- Avoidance of customer disputes and dissatisfaction through timely alert to the business of relevant 

factors. 
- Knowledge of and compliance with MBA's compliance policy and standard trading and 

transactional policies. 
- Can describe good/bad risk principles and recognize instances of same. 
- Senior colleague feedback. 
- 'Safe' work output. 
- Increased level of applied skill and knowledge 
- Is self-motivated and motivates others to achieve 
- Individual objectives set and achieved 

 
For all successful candidates, Martin-Baker will undertake background security checks. As part 
of this, we will need to confirm your identity, employment history and address history to cover 
the past five years as well as your nationality, immigration status and criminal record. For 
positions that require Security Clearance, the successful candidate must hold or be willing to 
obtain security clearance up to the relevant level for the role.  
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

 

TO APPLY: recruitment@martin-baker.co.uk   Quoting the REFERENCE NUMBER ABOVE and Salary 
Expectations 
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