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Job description

Position Title


Commercial Manager / Company Secretary

Responsible to

Commercial Director
Key Purpose
To work with the Commercial Director and other stakeholders on contract development and standardisation of projects in the SFT remit.  

To ensure compliance of SFT operations and carry out the functions of a Company Secretary.

Principal Responsibilities

Contract Development and Regulation

· Working with the Commercial Director to develop and set up standardised contract documentation spanning all projects and programmes within the SFT’s infrastructure remit.

· Collaboration with key industry and public sector stakeholders

· Contract negotiations and standardisation of documentation

· General Support to the Commercial Director able to deputise on a range of projects

· Proactively manage compliance of project and programme procurements with the procurement regulations

Internal Central Functions

· Working in an internal capacity you will be involved with back office corporate requirements ranging from compliance to procurement.

· Ensure compliance of SFT’s internal operations

· General senior management responsibilities spanning all areas of the organisation 

Compliance

1. Proactively manage compliance within SFT as an independent but publicly owned company, including:
a. Public appointments

b. Registration of interests

c. Freedom of information

d. Procurement regulations (as applied to SFT’s own operations)
Company Secretarial

2. Undertake the duties of the Company Secretary, including:
a. Maintaining the statutory registers. These are 

· the register of members 

· the register of directors and secretaries 

· the register of directors' interests 

· the register of charges 

b. Ensuring that statutory forms are filed promptly;

c. Organising and properly documenting the Annual General Meeting

Qualifications, Knowledge & Experience

· Qualified lawyer

· Evidence of experience in delivering infrastructure procurement projects, preferably at the public / private interface;

· Knowledge of delivery models for public sector infrastructure;

· Experience of the operation of UK limited companies and or public bodies

· Evidence of achieving compliance in a complex regulatory environment

· Knowledge and understanding of where SFT sits with the public sector landscape

Personal Skills & Essential Behaviours

· Inspiring Followership and Interpersonal Effectiveness

· Managing Change

· Creativity and Ideas Generating

· Strategic Thinking and Awareness

· Commitment to Results and Commercial Focus

· Clear and concise written communication style

· Excellent organisational skills

Budget Responsibilities

· None

Direct reports

· None

Key Contacts

· SFT Board

· External Key Stakeholders


· Scottish Information Commissioner

· Scottish Government Infrastructure Investment Unit (Sponsor unit)

Remuneration 

· Competitive Salary

· Car Allowance

· Final Salary Contributory Pension (Local Government Scheme)

· 25 Days holiday + 9 Stats
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