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NEO GROUP 

Team Lead – Contract Management 

Role & Responsibility Document 

Governance Services | Client Delivery | Full-time | Bengaluru, India 

1.   ABOUT NEO GROUP 

Globally recognized as a leading advisory firm since 1999, Neo Group helps enterprises build new 

capabilities and reduce costs significantly by leveraging analytics, digital technologies, and global talent. Neo 

Group helps enterprises through the sourcing lifecycle by going beyond advice to supporting outcomes. Our 

co-creation, collaborative solution-design approach, proven proprietary methodologies, and real-time market 

intelligence uniquely empower our operationally experienced advisors to guide our clients with agility and 

speed to extraordinary outcomes, all while mitigating risks. 

Neo Group Managed Governance empowers enterprises to streamline and standardize third-party onboarding, 

governance processes, and ongoing management. Leveraging our proven proprietary methodologies and 

operational expertise, we help organizations optimize their third-party relationships, unlocking significant 

hard and soft dollar savings. Our approach enables enterprises to achieve extraordinary outcomes with greater 

agility and efficiency, all while mitigating risks and maximizing value. 

2.   EXECUTIVE SUMMARY 

The Team Lead – Contract Management is a core delivery role within Neo Group's Managed Governance 

practice, deployed on a large global client engagement. This person owns the contract management tower of a 

steady-state supplier governance framework - ensuring the outsourcing contract is actively managed, not just 

stored. 

Large outsourcing agreements contain hundreds of obligations, deliverables, and rights that quietly expire or 

go unenforced without disciplined management. This role ensures every clause the client negotiated actually 

gets delivered: obligations tracked, changes controlled, compliance enforced, and the contract kept current as 

the single source of truth. 

This is a hands-on, client-facing role involving continual coordination with client legal, procurement, and 

business stakeholders and the service provider's contract teams. 

3.   KEY FOCUS AREAS 

Three areas define where this role creates impact: 

Pillar 1 - Contract Administration & Integrity 

Maintain the complete contract estate - MSA, SOWs, schedules, amendments - summarized, current, and 

aligned in the governance tool as the single source of truth. 

Pillar 2 - Obligation & Compliance Management 

Track every deliverable and obligation (D&O) to closure, enforce SOW compliance against MSA terms, and 

escalate missing or delayed artefacts with documented evidence. 

Pillar 3 - Change Control 
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Run the contract change management process end-to-end with impact analysis, documentation, and monthly 

reporting. 

4.   DETAILED RESPONSIBILITIES 

4.1  Contract Administration 

• Maintain contract documentation: summarize contracts, identify items to track, and support named users 

of the contract management tool 

• Keep the governance tool aligned to approved changes - service levels, credits, resource units, 

consumption, and pricing structures - so invoice validation and reporting stay accurate 

• Review, identify, and highlight contract flaws and risks: missing signatures, incorrect numbering, 

incorrect pricing rates or currency, and upcoming extensions/renewals 

• Create and update SOP documents relating to contract management (change requests, work orders, 

obligations, invoice pricing in tool) 

4.2  Obligations & Compliance 

• Build and maintain the Deliverables & Obligations (D&O) tracker; track key agreements and non-

performance-oriented deliverables to closure 

• Ensure supplier compliance with deliverables and obligations as per contract documents; coordinate 

SOW compliance against MSA terms 

• Escalate missing or delayed artefacts with documented evidence; support dispute resolution with contract 

analysis 

• Monitor unexercised client rights (audit, benchmarking, termination assistance) and flag windows before 

they close 

4.3  Change Management & Reporting 

• Run contract change management end-to-end: intake, impact analysis, negotiation support, 

documentation, and approval workflow 

• Prepare the monthly Contract & Contract-Change Management Report, including impact analysis of 

changes 

• Coordinate with the performance and financial towers on SLA credits, pricing amendments, and new 

resource units / service categories arising from financial amendments 

• Support renewals and renegotiations with contract analysis; respond to queries from supplier and client 

stakeholders; ensure meeting minutes are captured and shared 

5.   KEY PERFORMANCE INDICATORS 

Success in this role is measured across the following dimensions: 

Metric Target Why It Matters 

Obligation Tracking 

Coverage 

100% of contractual D&Os 

catalogued and statused 

An untracked obligation is an unenforced 

one 

Change Control 

Discipline 

Zero unauthorized / undocumented 

changes 

Protects contract integrity and auditability 
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Metric Target Why It Matters 

Tool / Repository 

Accuracy 

Contract tool fully aligned to 

approved changes 

The governance stack depends on contract 

data being right 

Compliance Escalations All deviations escalated with 

evidence within agreed window 

Early escalation prevents disputes from 

festering 

Reporting Timeliness Monthly contract change report on 

time, every time 

Keeps leadership's view of contract health 

current 

6.   IDEAL PROFILE 

The right person reads contracts the way an engineer reads schematics - methodically, completely, and with 

an instinct for what is missing. They combine legal-grade attention to detail with the persistence to chase 

obligations to closure. 

Screening Criteria - Must Have 

• 5-7 years of contract management experience on outsourcing / BPO / IT services contracts 

• Hands-on obligation management and contract change-control experience 

• Proficiency in contract lifecycle management (CLM) tools 

• Strong drafting, documentation, and analysis skills with meticulous attention to detail 

• Team-handling / supervisory experience 

Nice to Have 

• Law degree or WorldCC / IACCM certification 

• Experience in a VMO / third-party governance organization 

• SLA credit and remedy administration experience 

• Dispute resolution / renegotiation support experience 

Professional Experience 

• 5-7 years of proven experience in contract analysis, administration, and management, with direct 

experience on outsourcing / BPO / IT services contracts 

• Strong working knowledge of outsourcing contract structures - MSAs, SOWs, SLAs, pricing schedules, 

and governance schedules 

• Demonstrated experience with obligation management, contract compliance tracking, and contract 

change management 

• Team leadership or supervisory experience; experience in a governance / VMO environment preferred 

• Bachelor's degree in Law, Business Administration, Commerce, or a related field; contract management 

qualification (WorldCC/IACCM) an advantage 

Skills & Capabilities 

• Proficiency in contract management (CLM) tools and software; comfortable owning tool data quality 

• Strong understanding of legal and regulatory requirements affecting outsourcing agreements 
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• Excellent analytical, organizational, and documentation skills; meticulous attention to detail 

• Strong drafting and communication skills across legal, procurement, and business audiences 

• Ability to manage multiple tasks and follow-ups under tight deadlines 

Cultural Alignment with Neo 

• Takes ownership of quality - does not wait to be told when something is not good enough 

• Comfortable with ambiguity; able to start work with incomplete information and adjust as more becomes 

clear 

• Direct in communication; raises issues early rather than hoping they resolve themselves 

• Client-first mindset - understands that governance exists to protect and grow value for the client, not to 

produce reports 

• Aligns with Neo's belief that disciplined governance is the difference between an outsourcing 

relationship that delivers and one that leaks value 

7.   REPORTING STRUCTURE 

Reports To Governance Lead, Neo Group. Works within the steady-state governance team on a 

large global client engagement. 

Peer Collaboration Coordinates daily with the performance management, financial management, and 

transformation & innovation tower leads, and with client legal/procurement and 

supplier contract teams. 

Client-Facing Title Contract Management Lead, Neo Group. Engages client stakeholders as the 

authority on contract compliance and change. 

 

What This Role Means at Neo 

The Team Lead - Contract Management is the person who makes sure the deal the client signed is the 

deal the client gets. Every obligation enforced and every change controlled is value protected. 

 


