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What to expect

Contract Administrator interviews test three things at once: whether you can read and write a clause
properly, whether you can keep a large volume of documents and deadlines under control, and whether
you can hold your ground with stakeholders who want an exception made. Expect a mix of process,
judgement and people-management questions rather than pure legal theory.

* Process: Questions about how you actually run a contract register, track milestones and manage
document versions day to day.

* Behavioural: Past-experience questions about spotting risk, handling disputes or managing
competing deadlines.

» Scenario: Judgement-under-pressure questions where a variation, breach or missing paperwork
puts you in a difficult spot.

» Technical: Questions probing your understanding of clause drafting, commercial fairness and
relevant compliance framewaorks.

» Stakeholder-facing: Questions about managing pushback from vendors, legal counsel or internal
teams who disagree with your compliance position.

Most interviews start with a short screening call covering your background and software experience,
followed by a panel interview with someone from legal or procurement and your prospective manager.
Larger organisations, particularly in construction or government, sometimes add a short written exercise
where you review or mark up a sample clause.

1. Walk me through how you would set up and maintain a contract register
for a new engagement.

Why they ask

This checks whether you understand the core administrative backbone of the role, not just contract law.

How to structure your answer
Answer as a step-by-step walk-through: what fields you'd capture, how you'd track milestones and
renewals, and how you'd keep versions under control.

Example answer

“I'd start by setting up a single register covering key fields: parties, effective dates, renewal and expiry
dates, key obligations and the current authorised version location. I'd flag milestones and renewal
dates with lead time so nothing gets actioned at the last minute, and I'd store the register alongside
the actual documents in SharePoint so anyone checking status can see the live version rather than
an email attachment from months ago.”

2. Tell me about a time you identified a risk in a contract before it became a
problem.

Why they ask

Interviewers want evidence you read contracts critically rather than just filing them.

How to structure your answer
Use STAR: describe the situation, the task, the specific action you took to flag or address the risk, and
the result.

Example answer



“I was reviewing a supply agreement and noticed the variation clause didn't specify a timeframe for
approval, which meant a vendor could argue a change was accepted by default if nobody responded.
| raised it with legal counsel before execution, and we added a defined response window. It meant we
weren't exposed to an open-ended variation claim later in the contract term.”

3. A vendor claims a variation was verbally approved but there's no
paperwork to support it. How do you handle that?

Why they ask

This tests judgement under pressure and whether you understand why documentation discipline exists.

How to structure your answer
Answer by explaining your immediate response, how you'd verify the claim, and how you'd resolve it
without damaging the relationship or the record.

Example answer

“I'd first check the contract register and correspondence for anything that supports the claim, and
speak to whoever the vendor says gave the approval. If there's no record, I'd explain to the vendor
that verbal approvals aren't binding under the contract terms and offer to formalise the variation
properly if it's still commercially agreed. I'd also flag internally that we need clearer sign-off habits so
this doesn't happen again.”

4. What do you look for when reviewing a clause for commercial fairness
versus legal accuracy?

Why they ask

This probes your actual drafting and review skill rather than general administrative competence.

How to structure your answer
Give a technical explanation distinguishing the two lenses, with a concrete example of each.

Example answer

“Legal accuracy means the clause is enforceable and consistent with the rest of the agreement, so |
check definitions match and obligations aren't contradicted elsewhere. Commercial fairness is a
separate check on whether the clause exposes either party to disproportionate risk, for example a
liability cap that's unrealistic given the contract value, or a termination clause that only protects one
side. | flag both, but I'll usually push harder on fairness issues since those are the ones that cause
disputes down the track.”

5. How do you handle a stakeholder who pushes back on a compliance issue
you've flagged in a contract?

Why they ask

Contract Administrators sit between legal, procurement and operations, and interviewers want to know
you can hold a position without becoming a bottleneck.

How to structure your answer
Answer by describing how you'd explain the risk, listen to their operational pressure, and find a workable
path forward.

Example answer

“I'd explain clearly what obligation or risk I'm flagging and why it matters, not just that it's a rule. Then
I'd listen to their side, since often there's a genuine operational reason behind the pushback. If we
can't resolve it between us, I'd escalate to legal counsel with both perspectives laid out rather than
digging in myself, so the decision gets made by the right person with full context.”



6. Which contract management systems have you used, and how did you use
them to track obligations?

Why they ask

Tool familiarity matters for this role and interviewers want specifics, not just a list of software names.

How to structure your answer
Give a direct account of the tools you've used and one concrete example of a task you completed in
them.

Example answer

“I've worked mainly in Ironclad and SharePoint. In Ironclad | set up milestone alerts for renewal and
review dates so nothing relied on memory, and used the workflow feature to route variations to the
right approver. In SharePoint | kept the register and the authoritative document versions together,
with older versions moved to an archive folder so there was never doubt about which copy was
current.”



