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Contracts Manager
	
	


Role Summary:

ACT (Accelerating Clinical Trials Ltd) is a social enterprise specialised in delivering blood cancer trials.
We are seeking a Contracts Manager to lead, negotiate, and administer the full lifecycle of contracts underpinning our clinical research projects. In this pivotal role, you will manage a variety of agreements, from industry-sponsored clinical trial contracts to investigator-initiated and collaborative research agreements, ensuring each reflects the appropriate commercial, ethical, and charitable considerations. You will also shape internal contracting standards, strengthen risk management frameworks, and enhance contract governance across the organisation. As part of a small, dynamic, and quality-focused team, this position is ideal for someone with a strong attention to detail, excellent communication skills, and a desire to grow within the clinical research field.
This role is central to strengthening in‑house commercial capability, improving efficiency, and reducing reliance on external legal support.

Key Responsibilities:
Contracts & Agreements
· Contract Drafting, Negotiation & Review: Draft, negotiate and review a wide range of agreements including master service agreements, collaboration agreements, vendor/service agreements, work orders, and change orders for ACT, DF and the Registries to ensure terms align with company standards and compliance requirements reducing reliance on external legal support.
· Contract Management: Review, analyse, and refine contract terms and conditions, ensuring compliance with regulatory requirements and internal policies. Prepare redlines, maintain version control, and track open issues throughout negotiation.
· Risk Management: Collaborate with project teams to assess contract risks, identify, and address deviations, and develop strategies to mitigate potential issues or escalations.
· Lifecycle Oversight: Maintain accurate, up-to-date records of contract status, milestones, and deliverables using contract management systems. Ensure all contracts and amendments are complete, properly approved, and stored. Act as a key point of contact for contract-related queries, resolving issues promptly and professionally.
· Best Practice & Templates: Support the ongoing development of contract templates, contracting frameworks, and negotiation guidelines. Continuously seek opportunities to streamline processes, reduce cycle times, and strengthen contracting best practices across the organisation.
KPI’s & Reporting
· KPI’s: Support the Commercial Operations Director in setting up KPI’s such as Contract cycle times, internal timelines, Quality and Compliance of executed contracts. 
· Visual Dashboards: Develop and maintain visual dashboards/reports (e.g. using Excel, Smartsheet or BI tools) to track contract progress, cycle times, and key milestones. Leverage data insights from these dashboards to inform leadership of status and drive efficiency improvements.
Data Protection & Privacy
· Data Agreements: Prepare and review Data Processing Agreements (DPAs) and Data Sharing Agreements for clinical projects, both as the initiating and receiving party, ensuring all data protection obligations (e.g. GDPR) are met.
· Privacy Compliance: Advise project teams on the appropriate contracts or contractual clauses (such as specific data protection provisions) needed for each project, based on regulatory requirements and the nature of the data involved.
Budget, Proposals and Grants
Depending on availability and business needs:
· Proposal and Budget Support: contribute to the development of project proposals and budget estimations. Work closely with Clinical Operations and Finance teams to prepare study budgets and ensure proposal documents align with contract terms and organisational financial guidelines.
· Grants: Proactively identify, monitor, and evaluate relevant grant funding opportunities, contributing to the development and submission of high-quality funding applications aligned with organisational priorities.
Cross-Functional Collaboration & Continuous Improvement
· Stakeholder Alignment: Work closely with cross-functional teams including Business Development, Regulatory, Finance, Legal, and Operations to ensure alignment between proposals, budgets, and contracts. Facilitate smooth handoffs and clarity between departments during contract development and study start-up.
· Process Improvement: Contribute to broader commercial operations initiatives, such as improving templates, standard operating procedures (SOPs), and contract governance processes. Support the growth of our business development capabilities by contributing to efficient proposal/contract workflows and identifying new opportunities to enhance service delivery.
· Flexible Support: Adopt a hands-on, flexible approach to assist the wider team as different matters arise, adjusting to shifting priorities and business needs.
Qualifications & Experience:
· Education: Bachelor’s degree preferably in Law. A Law degree is desirable but not essential. We encourage candidates with a business degree or related field to apply if you have substantial experience in contract drafting.
· Experience: Minimum 4+ years of relevant experience in Leading contract drafting and negotiation within a CRO, pharmaceutical, biotech, or healthcare environment.
· Contracts Knowledge: Strong understanding of clinical trial agreements, contract law fundamentals, and In-depth knowledge of data protection legislation and associated contractual requirements related to clinical studies and vendor agreements is highly valued.
· Negotiation & Communication: Excellent negotiation, communication, and stakeholder management skills. Able to confidently represent the organisation’s interests while building positive relationships with academic organisations, sponsors and vendors. Capable of explaining legal concepts clearly to diverse stakeholders.
· Organisational Skills: Highly organised and detail-oriented, with the ability to manage multiple contracts and projects simultaneously. Flexible and adaptable, able to change priorities quickly and thrive in a fast-paced environment while meeting deadlines.
· Collaboration: A team player with excellent interpersonal skills and the ability to collaborate effectively across different departments and backgrounds. Experience mentoring or supporting junior team members is a plus.
· Technical Skills: Proficiency in MS Office. Experience with contract management systems, implementation of AI tools or collaboration tools (e.g. Smartsheet) and an understanding of creating visual reports or dashboards is advantageous.
· Integrity & Growth Mindset: Demonstrated integrity, with a pragmatic and proactive approach to learning new skills and improving processes. Self-motivated and able to work independently while knowing when to seek guidance.
This role offers a unique opportunity to lead the contracts area and making it possible to bring all contracts redlining and drafting in-house, making a tangible impact on organisational efficiency, and growth within an innovative clinical research organisation. If you are a detail-focused professional with a passion for contracts and driving efficiencies in the clinical trials domain, we invite you to apply and join our growing, mission-driven team!
Location and travel
ACT is a fully remote workplace, but you must be willing to travel for meetings as required. Please note we hold UK-based face-to-face all company meetings periodically throughout the year. 

FTE
We welcome applications from candidates seeking either a full-time position or a four-day working arrangement.

Benefits
· 25 days of Holidays for FTE employees (pro rata for part time)
· Holiday buying scheme available annually (up to 5 days, pro rata)
· NEST pension at 5% employee / 6% employer on joining
· Private Healthcare Scheme (applicable post-probation)
· Life assurance x4 salary
· Employee Assistance Programme

To apply
Please email your CV and a covering letter addressed to Alicia Velascoin, Commercial Operations Director to info@act4patients.com
Closing date 
Monday 19th June 2026.
This vacancy may close early if a sufficient number of suitable candidates apply before the closing date.
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