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	Function:  
	Legal

	Position:  
	Legal Administrator 2

	Job holder:
	L1

	Date (in job since):
	

	Legal Department Manager
	Legal Department Manager

	Additional reporting line to:
	General Counsel

	Position location:
	Salford – Hybrid Working – minimum 3 days in office

	


	1.  Purpose of the Job – State concisely the aim of the job.  

	
To provide timely, well organised and efficient processing of UK&I Legal invoicing, creating Legal spend reports and to assist with providing general administrative support to the UK&I Legal team.


	


	2. 	Dimensions – Point out the main figures / indicators to give some insight on the “volumes” managed by the position and/or the activity of the Department.

	Revenue FY13:
	€tbc
	EBIT growth:
	tbc
	Growth type:
	n/a
	Outsourcing rate:
	n/a
	Region  Workforce
	tbc

	
	
	EBIT margin:
	tbc
	
	
	
	
	
	

	
	
	Net income growth:
	tbc
	
	
	Outsourcing growth rate:
	n/a
	HR in Region 
	tbc

	
	
	Cash conversion:
	tbc
	
	
	
	
	
	

	Characteristics 
	· Add point


Draft.  Version:  27-03-2014

	3. 	Organisation chart – Indicate schematically the position of the job within the organisation. It is sufficient to indicate one hierarchical level above (including possible functional boss) and, if applicable, one below the position. In the horizontal direction, the other jobs reporting to the same superior should be indicated.

	

[image: ]




	4. Context and main issues – Describe the most difficult types of problems the jobholder has to face (internal or external to Sodexo) and/or the regulations, guidelines, practices that are to be adhered to.

	· Being able to challenge where appropriate the invoice payment process and manage invoice queries and late payments.
· Be mindful of the Legal Budget
· Being able to prioritise work tasks effectively.



	5.  Main assignments – Indicate the main activities / duties to be conducted in the job.

	
· Take ownership of managing, documenting and processing payment of Legal spend invoices for the UK&I Legal Team within policy guidelines and timescales.
· Take responsibility for setting up and creating Purchase Orders for the legal segment; this includes generating matter codes on the internal Matter Management System (MMS), obtaining cost approval from the GC and cost estimates from colleagues within the Sodexo business and external law firms.
· Take responsibility for managing legal spend invoice payments; this may involve challenging queries in an appropriate manner and resolving problems when they arise.
· Support with the reporting of Legal Department spend via the MMS system and other methods of reporting (e.g. creating Microsoft Excel spreadsheets and graphs) when required.
· Produce Monthly Legal WIP report by collecting data from the UK&I Legal Team and forwarding to the GC upon completion for circulation.
· Assist the Employment Team with setting up employment claims and matters on the MMS. This includes setting up folders for each claim, storing relevant claim documents and emails, logging cases, opening new matters on MMS and general administration duties. 
· Set-up new Legal starters within the UK&I Legal Team; this will include working with IS&T to create new user profiles, set-up laptop software, ordering IS&T equipment (including mobile phones) and coordinating new starter induction schedules with internal Sodexo staff network.
· Assist the Legal Team with training requirements.
· Provide general administration support to the UK&I Legal team for requests received through the shared Legal Admin’ mailbox. This may include support with document formatting, scanning, assisting with travel arrangements, arranging couriers, ordering IT equipment and other ad-hoc daily administration requirements.
· Work on selected projects as and when required.
· Communicate with all clients, visitors, and company personnel in a professional and polite manner.
· Vendor Governance and management of vendors for Legal
· Contract Database – appropriate filing of Contracts.
· Cover for Legal Department Manager during busy and holiday absence.





	6.  Accountabilities – Give the 3 to 5 key outputs of the position vis-à-vis the organization; they should focus on end results, not duties or activities.

	· Managing, documenting and processing payment of Legal spend invoices for the UK&I Legal Team within policy guidelines and timescales.
· Providing general administration support to the UK&I Legal Team.
· Providing support with Monthly financial spend reports on behalf of the Legal segment.



	7.  Person Specification – Indicate the skills, knowledge and experience that the job holder should require to conduct the role effectively

	· Ideally educated to ‘A’ level standard and must possess O Level/ GCSE Maths and English Language.
· Excellent typing skills. Intermediate knowledge of the following packages: MS Office; (Word, Power Point and Excel), SAP
· Excellent communication and inter-personal skills and proven ability to articulate self verbally and in writing
· Confident and willing to challenge stakeholders and suppliers in an appropriate manner
· Demonstrates initiative and anticipates needs
· Self-starter and self-motivated with ability to prioritise and schedule work under conflicting pressures
· Able to demonstrate a high degree of discretion, tact and confidentiality
· Ability to work under pressure
· Ability to work unsupervised
· Ability to multi-task
· Organised and methodical
· A can do attitude and a sense of humour, calm and balance




	8.  Competencies – Indicate which of the Sodexo core competencies and any professional competencies that the role requires

	· Rigorous management of results
· Employee engagement
· Learning and development
· Innovation and change
· Resilience




	9.  Management Approval – To be completed by document owner

	
	Version
	V1
	Date
	7 January 2026

	Document Owner
	Kirstine Yates
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