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Contracts & Export Manager
Dept: Commercial
Reports to: Assistant Commercial Manager
Location: Poole, UK

About Rivencore
Rivencore Global Solutions Limited are dedicated to advancing naval technology through innovative engineering and precision manufacturing. 
Our dedicated teams specialise in developing and producing electronic systems and hardware that provide environmental awareness, on-deck aircraft landing aids, corrosion protection and other naval applications within the Defence markets, globally. 
We provide durable, field-testing solutions for shipboard systems, ensuring reliability and performance tested in extreme maritime conditions, with a reputation for high quality and well-engineered products and systems to satisfy customer requirements. 
We supply products that are in use in over 50 countries, often destined for continuous use where reliable operation is essential. 
In a world where cradle-to-grave support and system solutions are becoming the norm, our team of Customer Support Engineers provide the support services necessary throughout the life of the equipment, such as installation, commissioning, training and repair services. 
By working closely with global navies and commercial shipbuilders, we deliver cutting-edge solutions that enhance operational efficiency and safety at sea.

	
	

	Role
overview:
	The Contracts & Export Manager is responsible for the effective leadership and management of the Contracts & Export Department, ensuring the successful delivery of customer contracts from order receipt through to shipment, invoicing and contract closure. The role is accountable for the proactive management of order loading, shipping, invoicing, export compliance, departmental resources and delivering measurable improvements in efficiency and customer service performance, ensuring that customer requirements are met while protecting business interests and maintaining regulatory compliance. The Contracts & Export Manager provides strategic and operational leadership to the team, driving service excellence, commercial performance, risk management and continuous improvement across all contract and export activities. Managing day-to-day operations whilst driving departmental improvement and compliance governance concurrently. 

Direct Reports: Contracts & Export Coordinators (4) 

Accountable For: Order loading, shipping, invoicing performance, export compliance, departmental service delivery, team development, resource planning, export risk management and continuous improvement within the Contracts & Export function.

	Specific Job Responsibilities:
	Team Leadership  
· Lead, motivate and develop the Contracts & Export team to achieve departmental objectives. 
· Manage team workload allocation and resource planning. 
· Conduct performance reviews, coaching and development activities. 
· Foster a culture of accountability, collaboration and continuous improvement. 
· Identify skills gaps and implement training and development plans. 

Export Management & Compliance 
· Maintain compliance with all applicable export control regulations, customs requirements and trade sanctions. 
· Oversee the preparation and validation of export documentation, licences and declarations. 
· Ensure goods are shipped in accordance with customer requirements and international trade regulations. 
· Manage relationships with freight forwarders, customs brokers and logistics providers. 
· To oversee the controls and ensure effective performance of the Export Internal Compliance Procedure and activities within the Contracts Department and wider business, to ensure successful Government audits.
· Manage and maintain the company Export Compliance awareness and training programme 
· Monitor changes in export legislation and implement required process updates.

Contract Management 
· Oversee the management of customer contracts where required. 
· Ensure contractual obligations, milestones and deliverables are achieved for all orders in accordance with agreed terms for on time delivery, shipment, and invoice performance. 
· Assist with the review and assessment of contract terms and conditions, identifying commercial and operational risks as required for the Department to achieve its objectives. 
· Escalate significant contract issues and provide recommendations to senior management. 
· Support contract loading and amendment decisions where required. 
· Ensure contract records, documentation and correspondence are maintained accurately.
 
Customer & Stakeholder Management 
· Act as the primary escalation point for complex customer, contract and export issues. 
· Build and maintain strong relationships with internal and external stakeholders. 
· Collaborate with all department including Sales, Project Management, Finance, Operations, Supply Chain and Commercial teams to ensure contract requirements are fulfilled. 
· Support customer meetings and reviews where contract performance is discussed as necessary.

Process Improvement & Governance 
· Identify opportunities to improve contract, export and operational processes. 
· Develop and implement procedures, controls and best practices. 
· Ensure departmental KPIs are established, monitored and reported. 
· Lead corrective actions relating to process failures, customer complaints or compliance issues. 
· Drive continuous improvement through all areas of responsibility 
· Support business improvement initiatives and transformation projects.



	General Responsibilities
	· Manage the Contracts & Export department in accordance with the Company’s written procedures, providing professional and effective support to all internal and external customers. 
· To manage the administration of customer contracts and process orders received by the company 
· To manage the UK and international logistics, generating customer invoices and shipping documents on an as required basis in line with company forecasts for sales revenue – and to maintain contact with selected Freight Forwarders with the view of minimising transport costs
· Ensure timely packing and processing of Sales Orders for shipment 
· To liaise with relevant authorities to obtain necessary Import License, Export Licenses and authorisations for the movement of Military Goods and Technology and determine where export control procedures apply. 
· All requirements of UK Customs & Excise to be monitored and controlled. 
· Liaise and correspond with Company Bankers and Customer nominated Banks to ensure that Guarantees and Bonds, Letters of Credit and any other financial or documentary requirements are firmly in place to ensure payments are obtained on time. 
· Establish credit worthiness of customers and assist the Accounts Department with seeking timely payments to maximise cash flow. 
· Ensure all customers and End Users are assessed in line with relevant Due Diligence, Sanctions and Embargoes
· To effectively lead and manage the direct reports to the role, ensuring development, welfare, behaviours and performance are measured and responded to proactively, professionally and accordingly 
· Provide support on Contractual/Commercial issues to Business Units and Sales personnel 
· Ensure that contracts administration functions are carried out by the contracts personnel by fostering a team approach to the varied workload 
· Follow the Management Control Procedures to ensure that the Department’s responsibilities are met and to seek updates where changes are deemed necessary
· Maintain an interactive approach to achieving Sales Output and Order Input targets 
· To cover the responsibilities of the Contracts & Export Coordinators in their absence 
· To allocate and manage staff resources according to changing needs 
· Contribution to Company planning and financial forecasting and reporting; seeking opportunities to increase profit margins and hold or reduce costs. 
· Ensure that as Rivencore/Customer Contracts interface, the Customer’s requirements are interpreted correctly whilst operating within Company procedures and with the overall objective of protecting Rivencore’s interests. 
· The role will provide professional and effective support to all internal and external customers and will ensure department and Business compliance with Export Control requirements at all times. 
· Comply with all company policies, procedures and regulatory requirements. · Promote a positive health, safety and wellbeing culture. 
· Protect confidential business and customer information. 
· To work outside regular office hours when necessary to ensure that deadlines and objectives are met as necessary 
· Act as a role model for continuous improvement and the Company’s values and behavioural standards 
· Undertake other duties and tasks as identified by the business, which are generally in line with the interests and overall development of the Company as a whole and as may be reasonably expected from time to time

	Personal Attributes
	· Strong leadership and People Management skills, able to drive a team forward 
· Resilient and able to perform effectively under pressure, with the ability to thrive in a busy and deadline driven team 
· Highly organised with excellent attention to detail and great interpersonal skills. 
· Commercially aware with strong business acumen. 
· Strong problem-solving and decision-making abilities. 
· Confident communicator with excellent interpersonal skills. 
· Ability to influence and build relationships across all levels of the organisation. 
· Self-driven, proactive and results-oriented approach. 
· High level of integrity and professionalism. 
· Customer-focused mindset with a commitment to service excellence. 
· Enthusiastic, flexible and consistent with a strong teamwork attitude

	Knowledge and Experience
	Essential
· Significant experience in contract management and export administration 
· Demonstratable experience leading and developing a variety of teams and individuals.
· Strong knowledge of contract management principles and commercial risk management. 
· Experience managing export documentation and international shipments. 
· Understanding of UK & US export control regulations, customs procedures and international trade compliance. 
· Experience working with ERP/MRP and business management systems. 
· Strong analytical, planning and organisational skills. 
· Experience managing customer relationships and resolving complex issues. 
· Experience leading organisational change or business improvement initiatives.
Desirable
· Experience within manufacturing, engineering, defence, aerospace or international trade environments. 
· Experience supporting contract negotiations. 
· Knowledge of Incoterms®, Letters of Credit and international payment methods. 
· Understanding of quality management systems and business compliance frameworks. 
· Experience of UK Ministry of Defence (MoD) & UK Government Procurement Procedures 
· Trade compliance and setting up Internal Export Compliance Programmes 
· Understanding and working with legal terms and conditions 
· Managing export of Dangerous Goods

	Education and Qualifications
	· Educated to A-Level standard or equivalent experience. 
· Professional qualification in Export Compliance or Customs, Contract Management, Commercial Management, Project Management or International Trade. 
· The role holder will have a degree or postgraduate qualification in a Business or Management discipline, although relevant, comparable experience will be considered 
· Proficient in Adobe and Microsoft 365 applications, particularly Teams, Excel, Word and Outlook.
Desirable
· Degree or equivalent in Business, Law, International Trade, Supply Chain Management or a related discipline.
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