
 

 

Contracts Administrator 
EpiVax is a breakthrough biotechnology company located in the heart of downtown Providence. 
We're actively seeking a Contracts Administrator to add to our growing team. A career at EpiVax 
offers an opportunity to work in an exciting and creative environment with an interdisciplinary 
team of individuals who are passionate about what they do. Are you the next member of our 
team? 

Position Overview 

The Contracts Administrator evaluates, negotiates and prepares contract agreements for 
laboratory and web-based services. Working under the offices of the CEO and CFO, and within 
the Business Development team, the Contracts Administrator will be responsible for tasks that 
are integral to the coordination and success of the contract process. This includes drafting, 
analyzing, negotiating, tracking, revising and executing contracts that involve the purchase of 
EpiVax services for commercial clients and government agencies. The Contracts Administrator 
reports to the CEO, COO and Managing Director. 

This position requires strong communication, organizational and time management skills, the 
ability to work independently and excellent verbal and written skills. The Contracts Administrator 
will work closely with the Business Development team to achieve the following: 

Primary Responsibilities: 

• Oversee the preparation and revision of all contracts that involve current and potential 
clients, including NDA’s and MTA’s; 

• Use Salesforce to manage a client database by tracking and reporting contract status 
and maintaining detailed and organized files for each contract, which will include original 
contract, all correspondence, changes/deviations, amendments, milestones and 
payment schedules; 

• Assist customers, both internal and external, with contract drafts, negotiations and 
administration of service and licensing agreements including amendments, extensions 
and new business arrangements; 

• Resolve contractual issues as necessary; 
• Interact with clients as needed to drive the contract process through full execution in a 

timely manner and as needed following the contract cycle; 
• Work with CEO and BDA to negotiate terms and conditions; 
• Track authorizations and correspondence; 
• Prepare and disseminate information to appropriate employees regarding contract 

status, facilitate contract meetings; 



• Ensure that EpiVax is in compliance with legal requirements, contract specifications and 
government regulations in accordance with company policy; 

• Track payments and deadlines; 
• Provide contract updates and summaries via team meetings; 
• Attend meetings as necessary and record meeting minutes; 
• Some travel may be required. 

 

Qualifications 

Bachelor's Degree in a related field and 1+ years of related experience; or an equivalent 
combination of education and experience sufficient to successfully perform the essential duties 
of the job such as those listed above. We are a biotechnology company, preference will be 
given to qualified candidates with a scientific background.  

Preferred Skills 

• CRM/Salesforce 
• Writing/grammar  
• Previous biotechnology industry experience 
• Professionalism 
• Interpersonal skills 
• Organized and detail oriented 
• Microsoft Office 
• Public Speaking  
• Research  
• Networking abilities 
• Prospecting Skills 

At this time, EpiVax will not sponsor applicants for work visas. In compliance with federal law, all persons 
hired will be required to verify identity and eligibility to work in the United States and to complete the 
required employment eligibility verification document form upon hire.  
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