South Eastern Trains
Job Description
	A
	Post Details



	Job Title
	Commercial Contracts Manager

	Function
	Revenue

	Location
	4ML

	Post Number
	tbc

	Reports To
	Ancillary Revenue Manager

	Grade
	MG2



	B
	Purpose of the Job



B1 The Commercial Contracts Manager is responsible for the professional management of assigned Southeastern Ancillary Revenue contracts, ensuring that suppliers deliver against contractual commitments, business objectives and customer requirements throughout the contract lifecycle to support the revenue and customer experience objectives agreed. 
B2 The role provides specialist contract management, commercial oversight and supplier relationship management across a portfolio of contracts supporting the delivery of value, compliance, service performance, innovation, social value and continuous improvement.
B3 Reporting to the Ancillary Revenue Manager, the post holder will support the contracts, objectives and goals of that role by helping to optimise existing ancillary arrangements, enabling new commercial initiatives, and ensuring that ancillary contracts contribute positively to Southeastern's annual Delivery Plan and wider Commercial strategy.
B4 The post holder will work closely with business stakeholders including Procurement, Finance, IT, Facilities, Network Rail and external suppliers to support tender activity, contract mobilisation, in-life performance management, contractual change and future commercial development, including where appropriate initiatives connected with Southeastern's Integrated Travel Strategy.

	C
	Principal Accountabilities



	C1
	Manage agreed contracts in life to ensure suppliers meet contractual obligations, deliver agreed service levels and provide the value secured through the procurement process.

	C2
	Support the Ancillary Revenue Manager in delivering the ancillary revenue strategy by ensuring that relevant contracts, supplier arrangements and performance regimes are aligned to agreed objectives, priorities and business outcomes.

	C3
	Provide expert contract management and commercial advice across the contract lifecycle, including as needed mobilization, performance management, governance, variation control, extension activity, renewal planning and exit management. 

	C4
	Lead regular contract and service review meetings, monitor KPIs and SLAs, track action plans and ensure timely escalation and resolution of supplier performance issues. Identify and highlight opportunities for improvement in service, financial performance etc to the Ancillary Revenue Manager

	C5
	Ensure compliance with relevant legislation, internal governance and procurement requirements, including the Procurement Act 2023, audit expectations and any contractual reporting obligations.

	C6
	Assess, validate and challenge supplier payment applications, invoices and commercial submissions to ensure accuracy, transparency and value for money.

	C7
	Identify, evaluate and negotiate contractual changes, seeking opportunities for innovation, continuous improvement, cost efficiency, income protection and enhanced customer outcomes in line with the agreed strategy for Ancillary Revenue

	C8
	Liaison with the Facilities team as agreed to ensure that suppliers’ access to and work at sites is achieved in a timely, safe and effective way. 

	C9
	Support the mobilisation of new or replacement suppliers, working across departments to ensure effective implementation, minimal disruption and clear accountability.

	C10
	Develop effective supplier relationship management arrangements that encourage collaboration, transparency, improved performance, favourable commercial outcomes and reduced dispute risk.

	C11
	Monitor supplier risk, market conditions and commercial dependencies, taking proactive action to mitigate supply chain issues and support business continuity.

	C12
	Standardise and maintain contract, supplier and performance data to improve reporting, market analysis, insight generation, governance and transparency.

	C13
	Liaise with Finance Business Partners and budget holders to support budget control, forecasting, accruals, business case development and financial governance relating to contracted services.

	C14
	Ensure contracts involving suppliers working on Southeastern sites include appropriate contractual health, safety, security and compliance requirements, and that these are actively monitored.

	C15
	Support the development and management of ancillary initiatives and partner arrangements, which may include retail technology, car parking, advertising, product placement, shared mobility or other non-fare revenue opportunities as directed by the Ancillary Revenue Manager.

	C16
	Contribute to cross-functional and industry initiatives, including supplier relationship management, commercial improvement activity and projects that support Southeastern's customer, community and integrated travel ambitions.

	C17
	Prepare clear reports, recommendations, business cases and management information for senior stakeholders to support effective decision making.



	D
	Safety Responsibilities



	D1 This post is required to undertake SAFETY CRITICAL WORK
	No

	D2 This is a KEY SAFETY POST or nominated deputy
	No

	D3 The holder of this post is identified as a KEY SAFETY MANAGER
	No

	D4 The job requires competence in PERSONAL TRACK SAFETY
	No

	D5 This job has SPECIFIC SAFETY RESPONSIBILITIES
	No

	D6
	The post holder has no specific safety responsibilities. The post holder must nevertheless comply with all Southeastern safety, health and environmental requirements and promote safe working practices in relation to contracted activity.



	E
	Decision Making Authority



	E1
	Recommend contract management strategies, contractual changes, supplier actions and commercial interventions to the Ancillary Revenue Manager for approval or onward governance.

	E2
	Negotiate with suppliers on behalf of Southeastern within delegated authority and in accordance with corporate governance requirements.

	E3
	Provide expert advice on tender evaluation, contract award recommendations, contract amendments, service credits, dispute resolution and performance improvement plans.

	E4
	Escalate matters appropriately where commercial, financial, reputational, legal or operational risk exceeds delegated authority.



	F
	Key Challenges



	F1
	Managing a diverse portfolio of contracts in a regulated and commercially dynamic environment.

	F2
	Balancing customer, operational, financial, procurement and compliance priorities while maintaining value for money and contractual discipline.

	F3
	Influencing stakeholders and suppliers across a matrix organisation to achieve timely decisions and sustainable outcomes.

	F4
	Supporting new ancillary initiatives and contract changes while maintaining continuity of in-life service delivery.

	F5
	Turning complex contract, supplier and performance data into clear insight, priorities and practical actions.



	G
	Person Specification



Southeastern aims to recruit people not just for jobs but for long term careers. We want good quality, talented people with the right attitude who will stay with us. For these reasons we look for evidence of Southeastern values and behaviours in all potential staff and our existing staff looking for promotion along with the experience/knowledge, skills, and behaviours relevant to the position.
Southeastern's ways of working
Think “what if?”
Providing alternative solutions to overcome difficult situations
Being brave and curious to understand the wider context beyond your role
Identifying and exploring possibilities, considering the bigger and smaller picture
Influencing colleagues to test and share ideas and align them to our goals
Applying a “keep it simple” approach to how you think about, organise and communicate the way forward
Show you care
Putting yourself in the shoes of customers and colleagues and proactively responding to their needs
Listening to understand and being open to differing opinions
Embracing diversity and adapting your behaviour to increase inclusion
Developing meaningful, supporting relationships with customers and colleagues
Treating everyone with respect and encouraging others to do the same
Make great things happen
Delivering results with pace and urgency when required and “giving it a go” while staying safe
Taking ownership for overcoming challenges to “see it through”
Openly sharing knowledge, information and experience
Collaborating with colleagues to deliver as a team, as well as individually
Looking for opportunities to learn and improve the organisation, and yourself
All shortlisted candidates will be assessed against this framework.
The job also demands the following blend of experience/knowledge, skills, and behaviours (all are essential, unless otherwise shown and will be assessed by application and/or interview/assessment):
G1  Experience, Knowledge & Qualifications
Required
Significant experience of contract management, supplier performance management and commercial negotiation in a complex commercial, regulated or public-sector environment.
Experience of managing suppliers within in-life contracts and delivering measurable improvements in performance, value and compliance.
Experience of supporting tender processes, contract mobilisation, service reviews, contract changes and business case development.
Working knowledge of contract law, public procurement principles and the Procurement Act 2023.
Experience of working with cross-functional stakeholders, including Procurement, Finance, IT and operational teams.
Experience of managing budgets, validating payments and using commercial and performance data to support decisions.

Desirable
Knowledge of ancillary revenue supply chain, including car parking and advertising operations.
Degree in business, procurement, law, economics/related discipline.
Professional qualification from the Chartered Institute of Procurement & Supply (CIPS), such as Level 4 Diploma or above / MCIPS.
Experience of using reporting and analysis tools such as Excel, Power BI, Tableau or equivalent
Exposure to rail sector in a TOC, Network Rail or the rail supply chain.
G2  Skills
Strong commercial and contractual judgement.
Excellent negotiation, influencing and stakeholder management skills.
Ability to analyse complex data, identify risks and opportunities, and make evidence-based recommendations.
Ability to communicate clearly and effectively in writing and verbally with colleagues, suppliers and senior stakeholders.
Strong organisational skills with the ability to manage multiple priorities and deliver through others.
Well-developed report writing, presentation and governance support skills.
Excellent IT skills including Microsoft Office applications, particularly Excel, Word and PowerPoint.
Highly numerate, capable of independent analysis of financial and performance data. 
G3  Behaviours
Take personal responsibility for your actions – be transparent and honest. Demonstrate confidence and courage, and deal effectively with difficult situations.
Problem-solving – identify potential difficulties and causes, generate workable solutions, and make rational judgements.
All colleagues have leadership responsibilities, regardless of their job role. As a leader of our business, we expect you to ensure that you engage and inspire our people, are accountable for your actions and business performance, and challenge yourself as an individual to be even better. As a leader you will continually develop and role model leadership skills and our company values.

	I
	Dimensions of role



	I1 Financial – Direct
	

	I2 Financial – Other
	Supports delivery of value, compliance and performance across an eight-figure retail and ancillary contract portfolio.

	I3 Staff Responsibilities – Direct
	-

	I4 Staff Responsibilities – Other
	-

	I5 Any Other Statistical Data
	Contract performance, service level, savings, income protection, governance and procurement KPIs as applicable.



	J
	Acknowledgement



	J1 Prepared By
	Alicia Andrews

	Date
	March 2026

	J2 Approved By (Department)
	

	Date
	



	K
	Job Description Briefing



The post holder has been briefed on and understands the requirements of this Job Description and other related documents:
	Name of post holder
	

	Signature
	

	Date
	

	Name of briefing manager
	

	Signature
	

	Date
	



	L
	Nominated Deputy for Safety requirements



If this is a KEY SAFETY POST (D2 in Safety Details above is YES) at least one nominated deputy must be identified. The Job Holder must ensure that the Nominated Deputy(ies) receives a copy of and is briefed on this Job Description. If there are more nominated deputies, they should sign further copies of this Job Description.
The nominated deputy has been briefed on and understands the requirements of this Job Description and other related documents:
	Name of nominated deputy
	

	Signature
	

	Date
	

	Name of briefing manager
	

	Signature
	

	Date
	



Internal

Internal

Internal

