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CONTRACT LIFECYCLE MANAGEMENT TEMPLATE
Contract Manager Job Description Template
A ready-to-edit posting with duties by lifecycle stage, skills, reporting line, and pay

A contract manager runs contracts from the first request to renewal. A clear job description tells candidates which contracts they will own, which stages they will run, and who they answer to. This template gives you the structure; you supply the specifics of your seat.
WHAT IS INSIDE

	PAGE 2
How to use it
Six steps from a blank posting to one you can publish.
	
	PAGE 3
The template
Title, reporting line, role summary, duties, qualifications, and pay.

	
	
	

	PAGE 4
Duties and pay by level
Responsibilities by stage, and posted pay ranges from our research.
	
	PAGE 5
Next steps
Covering the work while you hire, and further reading.
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BEFORE YOU START
How to use this template

Write the posting with the person the role will report to. Most of the work is deciding scope: which contracts, which stages, and how much judgment the role carries.
	1
	Decide which contracts the role owns
Customer contracts, supplier contracts, or both. This decides the reporting line and most of the duties.

	
	

	2
	Choose the stages it runs
Use the duties-by-stage grid on page 4. Delete the stages another role or system covers.

	
	

	3
	Set the level
A manager owns the process and the outcomes. If the seat works within rules set by others, it is a specialist or administrator role.

	
	

	4
	Name the regulations and jurisdictions
List the industry rules your contracts carry, such as HIPAA, FAR, or GDPR, and the states or countries you contract in.

	
	

	5
	Name the systems
The CLM, CRM, ERP, and e-signature tools the role will use every day.

	
	

	6
	Post the pay range
Use your own compensation data first. Page 4 shows what contract roles post, by level.



	WHY DUTIES GO BY STAGE
•  Candidates see where the role starts and stops, so applicants self-select for the right seat.
•  The hiring team sees which stages still need a second hire, a service, or a system.
•  The same list becomes the role's first-year goals and its performance review.



This template is general information only and is not legal, financial, or business advice. Replace every bracketed item before you post. Full terms are on the last page.
THE TEMPLATE
Contract Manager

Job title: [Contract Manager / Senior Contract Manager]
Reports to: [General Counsel / Director of Legal Operations / Chief Procurement Officer / VP Sales or Revenue Operations]
Location and work arrangement: [City, hybrid with X days onsite / remote within (country)]
Compensation: [Posted range], plus [bonus / equity / benefits]
About the role
[Company] is hiring a Contract Manager to run [customer / supplier / all] contracts for [the business or region]. The role owns contracts from request to renewal, works with legal, finance, procurement, and sales, and keeps the contract record and reports accurate. In the first year you will [the one outcome that matters most].
What you will do
1. Triage contract requests and route each one to the right template and approver.
1. Maintain contract templates and draft agreements from them.
1. Negotiate [customer / supplier] contracts within approved positions, and escalate exceptions to legal.
1. Manage approvals and signature, and file each signed contract with its key data.
1. Track obligations, deliverables, and renewal dates, and run renewal decisions before notice deadlines.
1. Administer [CLM platform], including templates, workflows, users, and reports.
1. Report on contract volume, cycle time, and risk to [the General Counsel / CFO / CPO].
1. [Lead and develop a team of (number) contract specialists and administrators.]
What you bring
1. [5 to 10] years in contract management, procurement, sales operations, or a legal department.
1. Experience negotiating [customer / supplier] agreements within a playbook.
1. Hands-on use of a contract lifecycle management platform: [name the system].
1. Clear written communication with lawyers and business teams.
1. Experience with [the regulations your contracts carry, such as HIPAA business associate agreements, FAR flow-downs, or GDPR data processing agreements].
1. Experience with contracts governed by [the states, countries, or regions you contract in].
1. Preferred: experience in [industry], [NCMA or WorldCC certification], [platform certification].
DUTIES AND PAY BY LEVEL
Responsibilities by lifecycle stage

Keep the stages the role runs and delete the rest. The output column doubles as the role's first-year goals.
	Stage
	Responsibility
	Output

	Request and intake
	Triage requests and assign each to the right template and approver
	A request queue with owners and due dates

	Authoring and drafting
	Maintain templates and draft from them
	Current templates and first drafts

	Negotiation and redlining
	Negotiate within approved positions; escalate the rest
	Agreed terms and an escalation log

	Review and approval
	Route contracts to the right approvers
	Approvals on record

	Execution, signature, and storage
	Manage signature and file the signed contract with its key data
	A complete contract record

	Obligations and performance monitoring
	Track obligations, deliverables, and service levels
	An obligation register with owners

	Renewal, renegotiation, or termination
	Flag renewals before the notice date and run the decision
	A renewal calendar and logged decisions


What contract roles post for pay
Median posted annual base ranges for CLM and contracts roles, from 96 of 191 postings that gave a usable US range in the October 12, 2026 edition of the Swiftwater legal operations job market report.
	Level
	Postings with a range
	Median posted range

	Director
	9
	$173,200 to $225,000

	Senior or manager
	54
	$118,850 to $157,500

	Mid
	28
	$80,000 to $112,250

	Entry
	5
	$65,000 to $80,000


Posted base pay before bonus. The Entry and Director samples are small, so read them as direction only. Roles inside procurement may post differently. A research project for education and information purposes only, developed in conjunction with Swiftwater AI Labs.
Full report: swiftwaterco.com/insights/legal-operations-job-market-report/
NEXT STEPS
Cover the work while you hire

Hiring a contract manager can take months, and the contracts keep coming. A practitioner can keep the platform, the records, and the renewals running in the meantime, and bring common industry practice to the role you are building.
Our professionals have run contract operations in-house. Swiftwater helps legal, procurement, and sales teams with:
	ONGOING
CLM administration
A fractional CLM administrator
	
	MANAGED
Contract operations
Managed legal operations services
	
	DIAGNOSTIC
CLM Discovery Sprint
A fixed-fee 4 to 6 week diagnostic



	TALK TO US
Talk to a practitioner: swiftwaterco.com/contact/
Contract management services: swiftwaterco.com/solutions/contract-management/



Keep reading
1. Contract manager job description and template
1. Contract specialist vs contract manager vs administrator
1. Contract management certifications
1. Who owns contract management?


This template is provided for general informational purposes only and is not legal, financial, or business advice. Pay figures are posted base ranges from Swiftwater's job market research and show direction only; check them against your market and your own compensation data. Hiring decisions should be validated against your organization's specific structure, regulatory obligations, and counsel guidance, and you should consult a qualified professional for advice on your situation.
© 2026 Swiftwater & Company, LLC. All rights reserved.
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