Contracts Administrator
[bookmark: _GoBack]DRIVING INFINITE POSSIBILITIES WITHIN A DIVERSIFIED, GLOBAL ORGANIZATION
Join a team of contract professionals that facilitates the execution and administration of contract agreements with Honeywell customers and suppliers. You ensure that final contractual documents are processed in accordance with respective Honeywell business processes and Honeywell business is conducted with the highest ethical standards, internal company policies and local and international laws.
Grow and develop your technical knowledge in a team-based culture focused on innovation and customer satisfaction. 
Execute tasks efficiently by thoroughly understanding contracting processes and tools
Comply with contractual guidance, policies and procedures by adhering to standard work
This position may be located in Clearwater, FL or the Phoenix Valley area
YOU MUST HAVE
· Bachelor's degree
· Five plus years customer service or contracting experience
WE VALUE
· Superior communications skills (both oral and written).
· Ability to function as member of virtual team.
· Attention to detail and ability to work across functions.
· Integrity and strong focus on compliance.
· Solid analytical skills and strong business acumen.
· Sound business judgment and strong problem solving skills.
· Ability to prioritize work within time constraints.
 
Must be a US Citizen due to contractual requirements. In this position you will exercise discretion and independent judgment on matters of significance.
INCLUDES
· Continued Professional Development
· 1st Shift
ADDITIONAL INFORMATION
· Job ID: HRD65012
· Job Function: Legal 
· Relocation Tier: Not Applicable
· Security Clearance: No Clearance
· Aviation Authority (FAA for US): No
· Band: 03
· Referral Bonus: 1,500.00
· Requisition Type: Standard Requisition

