CHARTERHOUSE

COLLABORATE. SECURE

JOB TITLE

Reports To: Head of Sales Admin

Department:  Sales & Marketing

Contract Type: Permanent

Location: Offices in London, St Helens, Peterborough

Charterhouse Group is a multi-award-winning solutions integrator of cloud, connectivity, networking, mobile &
security solutions. We’re passionate about delivering genuine value to our clients and strive to exceed expectations
in everything we do. We have established an industry wide reputation for pushing the boundaries of technology
for over 27 years.

We have a dynamic product and solutions portfolio, supported by our highly skilled team for technical and
professional services to meet our customer’s business needs and priorities.

The Company has doubled in size over the last 12 months not only through organic growth but also through
acquisitions. As Charterhouse continues to acquire, the expansion of the business will lead to great opportunities
for the development of exciting and challenging positions and as well as personal career enhancement.

Our Vision

Excellence in converged voice and data solutions; creating strong strategic partnerships and delivering a great
client experience from a stimulating working environment.

Our Values
Respect, Responsibility, Teamwork, Commitment, Excellence and Passion.
Role Purpose

To own the Contracts function across the Charterhouse Group. To update and maintain the contracts database and
ensure all requisite information to allow contract renewals to be identified early for smooth processes. Maintain
accuracy of customer products, contracts and supplier contracts to enable accurate reporting of outstanding
contracts, churn, upcoming renewals and support of the sales team to ensure that customer are retained at each
stage in the lifecycle

Duties and Responsibilities

e End to end onboarding contracts process

e Solid experience of Dynamics/ServiceNow Systems to create new internal contracts and products for the
operations and support teams.

e End to end cancellation process and renewal process

e  Third Party Support Renewals

e  Organise ordering of required licensing renewals needed

e  Assisting Sales team to upsell contract renewals

e Management of contract quotations using a CPQ system

e Managing client requests, escalating issues when required

e Sending reminders to customers and sales teams for upcoming deadlines and ensuring payments and
quotations are being sent.

e Management of entitlements database

e Ongoing data cleansing ensuring all opportunities for sales teams for renewals are accurate and assigned
accordingly.
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e Working with acquired companies to integrate contracts into the Charterhouse process

e Management of contract reporting

e  Monthly churn reporting and ability to identify trends, whilst working with the business to come up with
remedial actions

e Ad-hoc reporting

e  Highlighting any special terms/SLA’s on customer and supplier contracts

e Working to improve processes and data capture to automate the process with colleagues

Essential Requirements

Excellent written verbal and written communication skills, with strong attention to detail

Solid interpersonal and customer service skills

Able to work remotely and under own supervision

Team player

Ability to work under pressure and to tight deadlines

Solid experience of collating and analysing contract data

Take ownership and governance of contracts, cancellations and renewals process. Implement and oversee
change control (1SO).

e Confident working in a changing environment and able to support rapid growth

Desirable

e 5+ years with experience within contracts/renewals teams/roles

Required Competencies (Skills, Knowledge, Experience and Attitude)

Essential

Desirable
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