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June 23, 2022 
 

 NOTICE OF VACANCY 

TITLE: Contract Administrator 2 

JOB STATUS: Full Time – 40 Hrs/Week 

DEPARTMENT/DIVISION: 
Department of Central and Shared Services 
Division of Central Administration 
Office of Fleet Management 

STARTING SALARY: $61,784 

CLOSING DATE: July 2, 2022 

START DATE: To Be Determined 
 

JOB DUTIES:  
 
Under the general supervision of a supervisory official, administers and exercises review and/or approval 
authority over various contracts and/or grants; provides technical assistance in contract and/or grant 
preparation, control, monitoring, amendment, and/or evaluation; as appropriate, exercises controllership 
and approval rights and responsibilities in the area of contract and/or grant administration; and/or processes 
contracts for multiple divisions, projects and/or programs, may be assigned to review the work of lower level 
contract administration and support staff; does other related duties. 

 
MINIMUM REQUIREMENTS: 
 
EDUCATION: 
Graduation from an accredited college or university with a Bachelor's degree. 

 
EXPERIENCE: 
 
Three (3) years of experience involving contract/grant work, project financing, construction management, 
fiscal administration, social services administration, and/or budget and management operations of a 
government or business entity, at least one (1) year of which shall have involved responsibility for some 
aspect of contract/grant administration. 
 
NOTE:  Applicants who do not possess the required education may substitute experience as indicated on a 
year-for-year basis. 
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Appointee will be required to possess a driver’s license valid in New Jersey only if the operation of a vehicle, rather 
than employee mobility, is necessary to perform the essential duties of the position. 
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