
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

JOB SPECIFICATION FOR 
A CONTRACTS 
COORDINATOR 
 
In order to support our growing international 
employment outsourcing operations we are looking 
for a Contracts Coordinator to join our compliance 
team, creating and managing contracts to support  
our world-class international employment services. 

 
Location: Neuchâtel, Switzerland 
Reports to: SVP Operations 



 
 

 

 

 

OUTLINE: 

Capital GES is a market-leading provider of employment solutions throughout Europe, Latin America 

and southern Africa. In order to support our growing international employment operations, we are 

seeking a Contracts Coordinator based near Neuchâtel, Switzerland. 

Our ideal candidate will be self-motivated, organised and well presented, with the attention to detail and 
diligence to issue and monitor the company’s standard contracts using established procedures, and 
ensure that all relevant paperwork is correctly executed and logged. 

 

KEY OBJECTIVES: 

 Ensure that the company’s contracts with suppliers, clients, and staff are created, validated, 

signed, and saved following the company’s procedures. 

 Coordinate internal teams and systems to ensure smooth servicing of the agreed contract. 

 

PRINCIPAL RESPONSIBILITIES: 

 Create, issue, and coordinate signatures of the company’s standard contracts. 

 Coordinate the checking, approval, and signature of 3rd-party contracts by internal 

stakeholders. 

 Coordinate with colleagues and external partners to resolve contractual issues. 

 Enter contract data in internal systems to allow smooth servicing of the agreed contract. 

 

SECONDARY RESPONSIBILITIES: 

 Maintain, adapt, and update the company’s standard contracts following guidance from 

colleagues. 

 Work with colleagues and management to maintain and update the team’s internal processes 

and procedures. 

  

SKILLS, EXPERIENCE AND ATTRIBUTES: 

 An excellent level of written and spoken English is an absolute prerequisite; 

 experience in working with English-language contracts a distinct advantage; 

 a proven ability to work under pressure and to prioritise in a fast-paced environment; 

 experience with MS Office applications. 

 
 

CONTACT US: 

 Please submit a full CV and cover letter in English to careers@capital-ges.com 

mailto:careers@capital-ges.com

