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Contracts and Procurement Manager

Part time, 25 hours per week, maximum-term contract to 30 June 2024
· This role will provide you with both challenge and purpose

· Work with a collaborative and committed team

· Flexible hours and working from home options on offer

· Generous salary packaging options available 

The Victorian Comprehensive Cancer Centre (VCCC) alliance is changing the way we tackle cancer in Victoria. Supported by new funding from the Victorian Government, over the next 3.5 years the VCCC alliance will continue its ground-breaking work developing and implementing innovative, system-changing programs aimed at improving outcomes for patients with cancer. 

The VCCC is seeking an experienced Contracts & Procurement Manager for a newly created part time role, designed to support the rollout of this new tranche of programs under a 3.5 year Strategic Program Plan. The programs of work have been developed, and will be implemented, in collaboration and consultation with VCCC alliance members and consumers. The VCCC alliance is an incorporated joint venture structured through a company limited by guarantee, functioning in a tightly regulated industry segment with specific grant funding requirements relating to reporting and compliance. As the new Contracts & Procurement Manager, you will work closely with our team of program managers, staff and stakeholders to support the delivery of programs by providing relevant and timely support, advice and tracking of often complex contractual arrangements. 
You will have expertise in and take responsibility for the provision of the full range of contract management, guiding and sharing knowledge in these areas. This includes input to proposals and RFQs, procurement documents, drafting contract specifications in accordance with VCCC policies and procedures and legal advice if required, contract review, negotiation and finalisation in liaison with members and external parties, through to execution in line with project schedules. This will include building in relevant processes and communications to ensure milestones are met and reported on, in line with contractual obligations, with any issues flagged and managed appropriately.
Key Responsibilities:

VCCC takes a collaborative approach to all negotiations and program work given the nature our organisation and our objective of driving the power of integration toward collective impact. Building on this will be pivotal to your success and the value you will be able to add. Your background skills and experience will enable you to:
· Prepare, review and record contracts in collaboration with program teams and relevant stakeholders, ensuring correct use of existing contract templates 

· Support and guide contract owners to understand the requirements of the agreements and contracts and responsibilities of all parties

· Review and provide recommendations regarding third-party contracts, funding agreements, sponsorship agreements, MoUs and leases

· Provide quality assurance for contract deliverables and reporting to ensure compliance with obligations, in particular reporting deliverables and invoicing
· Support broader operations in relation to contract management such as service contracts and leasing, financial reporting and forecasting  
· Assess risk and triage contractual/legal issues to the correct escalation points in relation to contracts and program implementation, including effective liaison with VCCC outsourced legal counsel

· Become a trusted internal resource and build strong partnerships and successful cross-department relationships within the VCCC staff team and with staff at our members, providing training and/or guidance to build skills in this area

· Identify opportunities to improve procurement processes: review and refresh relevant VCCC policies, procedures, templates in collaboration with the Finance Manager and other relevant team members.

About You:

As a small and dynamic NFP team, you will be comfortable and willing to manage your own administration, with a limited amount of centralised support. You will be willing to share your expertise and roll up your sleeves to work in a hands-on and collaborative way as an integral member of our Corporate Services team. You will be a flexible team player who thinks innovatively and delivers pragmatically.  You will:
· have in-house legal counsel and/or contract management and/or complex procurement experience in a stand-alone internal service delivery role
· have previous experience working with funding, grants and/or multi-stakeholder program agreements
· have experience gained in or working closely with a collaborative/facilitative organisation tasked with educational delivery or health and/or medical research or with a funding body
· have significant contracts management experience and contract quality assurance  
· shares ideas and welcome alternatives from diverse stakeholders to drive solutions and overcome barriers 

· be comfortable in taking the initiative and exercising judgement to resolve matters calmly as they arise

· Hold a tertiary degree (or postgraduate qualification) in Law, particularly Corporate Law, or Business or a relevant discipline, or significant professional experience gained working in relevant areas.

About the VCCC:
The vision for the Victorian Comprehensive Cancer Centre (VCCC) is to save lives through the integration of consumer-engaged cancer research, education and patient care. 

Founded in the holistic principles of the internationally-recognised Comprehensive Cancer Centre model, the VCCC alliance brings together 10 of Victoria’s leading research, academic, and clinical institutions to achieve what can only be done through state-wide collaboration. Together we will improve outcomes in cancer in metropolitan, regional and rural Victoria, and forge new approaches to cancer research, education, and patient care for all.

The VCCC’s multi-site, multi-disciplinary model brings together the complementary strengths of Peter MacCallum Cancer Centre, Melbourne Health (including The Royal Melbourne Hospital), the University of Melbourne, Walter and Eliza Hall Institute of Medical Research, The Royal Women’s Hospital, The Royal Children’s Hospital, Western Health, St Vincent’s Hospital Melbourne (including St Vincent's Institute), Austin Health (including the Olivia Newton-John Cancer Research Institute and Austin Lifesciences) and Murdoch Children’s Research Institute. 

VCCC is made up of a tight-knit team of staff who form the backbone working to facilitate the power of collective impact across the VCCC alliance and beyond. 

Team Values

Better Together we connect and support to empower sustainable change
Integrity we are respectful of the cancer community and accountable for our contribution
Bold we cultivate ideas and dare to innovate
Patient-Centred we place patients with cancer at the centre of all we do
For All we champion equity of cancer care for every Victorian
Equity & Inclusion
The Victorian Comprehensive Cancer Centre values diversity and is an equal opportunity employer. We are committed to providing an inclusive work environment, free from all forms of unlawful discrimination, harassment, bullying, vilification and victimisation.

Contact for Enquiries:  

For a confidential conversation regarding the role, please contact Craig Zanker, Director of Finance & Corporate Services on 0466 328 479

Secondment: With the ongoing objective of enhancing relationships with our alliance partners, this position may be able to be arranged as a secondment within a VCCC partner organisation. Employees within the VCCC alliance are encouraged to contact Christine Morton, Head of People & Culture on 0411 955 215 to discuss the possibility of a suitable arrangement.

TO APPLY:
For a copy of the position description and more information about VCCC, please go to our website: www.viccompcancerctr.org/opportunities/

Applications should consist of your CV and a covering letter outlining the key reasons for your interest in the role specifically addressing the key selection criteria in the position description on the VCCC website.

Please lodge your application via Seek, no later than COB 1st Feb 2021. NB: The closing date may be brought forward by a week if applications meeting the key selection criteria are received in advance of this date.



