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tpgroup is a growing global professional services and technology partner with a 
unique end-to-end approach in defence, energy and space programmes. 
 
The Role 
An opportunity has arisen for a Contract Administrator to support our Consulting 
and Programme Services business, who provide consultancy services to the 
defence, space and energy sectors. This role is looking for someone, on either a part 
or full time basis, to deliver the following duties: 
 

 Review all the tasking form and purchase orders,  

 Draft and issue consultant contractual documentation 

 Liaise with the Commercial Management and Project Management & Finance 
teams 

 Ensure all purchase orders and framework agreements are correctly 
registered 

 Liaise with the consultants  

 Administer other contractual information including NDA’s 

 Administer the activities related to the tasking forms, consultancy agreements 
and purchase orders 

 
About You 
Ideally, you will have experience in previous supplier management or consultancy 
services role with an understanding of contracting concepts. You will have 
experience in a legal/ commercial or employment/resourcing environment.  
 
Essential to deliver this role is excellent organisation and administrative skills, with a 
close attention to detail and an ability to work well under pressure. You will be able to 
work within set processes, and thrive in a process-orientated role. You will have 
worked in a busy administrative based role previously. An understanding of how to 
interpret purchase orders and contract documentation would be an advantage.  
 
What you will get in return is the opportunity to join an organisation that is growing, 
and would like to assist you in developing your career with us. We are developing 
industry leading technology solutions and services in the defence, space and 
renewable energy sectors and would like to provide you with the opportunity to 
evolve with us. We will support you in expanding your skills and capabilities with the 
assistance of a fantastic team around you. In addition, we will offer a highly 
competitive salary and benefits package.  
 
If you are interested in apply for this role, you must have: 
 

 Candidates must have an existing right to live and work in the UK.  

 Candidates will need to undergo an internal BPSS check prior to gaining site 
access.  

 Candidates will also need to either hold a current SC clearance or be willing 
and eligible to undergo a Security Clearance check (SC level) upon starting 
their employment with the company.  

o To gain SC clearance you will normally need at least 5 years’ UK 
residency.  
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To apply for this role, please send a CV and a covering letter detailing your current 
salary, and benefits package to hr@tpgroup.uk.com. 
 
 


