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• Ensure timely payments to all contractors and suppliers to avoid service disruption and breach of 

terms. 

  
• Manage and support a team of Commercial Administrators responsible for processing contractor 

and supplier payments. 

  • Allocate and monitor workloads ensuring timely performance and adherence to policies. 

  
• Conduct regular in-person meetings with key contractors and suppliers to review performance, 

resolve issues and ensure alignment to contractual terms. 

  • Build collaborative relationships that support value for money and a quality service.  

  

• Maintain accurate and auditable financial records aligned with internal governance. 
• Monitor and report on performance against agreed SLA’s and KPI’s. 
• Lead on van stock management and ensure all van stock records are kept up to date. 
• Undertake additional duties appropriate to the role and/or grade. 

 
 

Grade Contract Type   
Role Overview 

Spot Home worker 1   

 

 
To lead, support and manage a team of 
Commercial Administrators responsible 

for the accurate and timely processing of 
payments to contractors and suppliers. 

The Commercial Team Leader ensures all 
commercial administration processes are 

compliant, efficient and aligned with 
contractual obligations and business 

policies. 

 

  

Operations Manager Maintenance   
  

Materials Manager  
  

Commercial Team Leader  
  

Commercial Administrators x 5  
  

Department  

Repairs & 
Maintenance  Commercial Team  

  ROLE PROFILE 

Commercial Team Leader 

RESPONSIBILITIES 



 
 

 

 

 

  

  
 

  Excellent stakeholder management 
skills; able to lead in-person meetings 
effectively 

   Experience managing contractor relationships 

     
  Deep understanding of commercial 

KPI’s SLA’s and contract compliance 
   Proficiency in Microsoft office suits, especially Excel 

     
  Strong Commercial acumen within a 

social housing or public sector 
environment  

   Proven experience in commercial, finance or 
procurement roles 

 
 
 

  Knowledge of public sector 
procurement and contract 
management frameworks 

   Familiarity with CIS, VAT and relevant housing 
legislation 

     
  Proven experience in team leadership 

or supervisory roles 
   Experience in a commercial role within social 

housing, construction or related field 
     
  Qualifications in commercial 

management, business administration 
or finance 

   Full UK driving licence and access to a vehicle as 
travel to/from the office will be expected 1-2 times 
per week. Plus, ad-hoc travel to supplier/contractor 
locations 

ESSENTIAL REQUIREMENTS 

BENEFICIAL TO THE ROLE 


