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Job Description  

Position : Interim Licence and Contract Administrator  Reports to: UK Customer Success Director  

Function/Department: UK Commercial            Location(s): Wetherby  

 

Job Purpose: 

The Licence and Contract Administrator will help ensure that customer contracts are renewed and 
licences allocated in as timely, accurate and efficient a manner as possible, with adherence to the 
standard renewal process. In order to achieve this, the Licence and Contract Administrator will 
work closely with the Finance and Account Management teams, along with other departments as 
appropriate to ensure that customer renewal notices are sent well in advance and licences applied, 
in accordance with the terms of the contract. 

The Licence and Contract Administrator will monitor the status of Proactis customers upcoming 
renewals and working closely with the respective Account Managers, ensure communications are 
sent in ample time and handled as much as possible within the role, with escalations to Account 
Managers and other team members as appropriate.   

Key Accountabilities/BAU Objectives: 

What Measures 

Own the central licence allocation process, 
ensuring licences are allocated in accordance 
with the terms and conditions agreed 

All licences are allocated/issued in accordance 
with agreed terms and conditions or with 
management approval. 

Own the central customer renewal process, 
ensuring that standard processes for the 
function are followed such that renewals are 
quoted, handled and completed on time and as 
per the agreed pricing and standard terms. 

All customer renewals are completed on time and 
follow the agreed standard process or with 
management approval.  

Each renewal is processed as per agreed pricing 
and terms and conditions. 

Identify and remove potential obstacles to 
licencing and/or renewals, working with wider 
team members as appropriate.  

Obstacles managed and removed and if 
necessary the ‘How to’ guide maintained 

Be a central point of contact for the functions 
such as Account Management, Professional 
Services, Sales, Partners and Support for 
contract and licence enquiries and where advice 
is required on licence and service entitlement as 
defined within the contract 

Functions such as Account Management, 
Professional Services, Sales, Partners and 
Support are supported 

Capture and report on metrics to demonstrate 
performance, identifying key areas and 
subsequently making recommendations to the 
Customer Success Director. 

The Licence and renewal process is monitored for 
improvement (across the relevant teams) with 
suggestions and recommendations made. 

‘How to’ guide maintained  

Provide input to assist in any contractual re-
negotiations as appropriate.  

Assistance provided 

Participate in customer calls and meetings to 
address or explain any licencing or contract 
issues and where appropriate communicate 
contractual terms and conditions. 

Support provided 

 



Top 5 Professional Skills/Qualifications/Experience Top 5 Behaviours/Core Values 

2 years’ + experience as an administrator or 
similar role 

 

1. Comfortable in dealing with people at all 
levels. Naturally proactive with a can-do 
attitude (Resourceful & resilient).  

2. Excellent attention to detail and can work in a 
very structured fashion (Excellent 
Organisational skills) 

3. Be a self-starter (Self-motivated)  

4. Can work flexibly, independently and on own 
initiative. 

Proficient in the use of Microsoft applications 
(word, PowerPoint and excel etc.) and Saleforce 

5. IT literate for the required applications 

 

Application  

To apply for this position, please forward a CV and covering letter to HR-UK@proactis.com. 

Closing date: Monday 31st January 2022 
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