
 
 
 
 
 
 
 

 

 

Function: Finance 

Job:   Accounts Payable Coordinator, Fulham Football Club 

Position:   Finance Assistant 

Immediate manager  
(N+1 Job title and name): 

Finance Manager, Fulham Football Club 

Position location: Fulham Football Club, London 
 
 

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

▪ The overall requirement is for an operationally focused, robust, finance professional who can deliver a rigorous 
control environment, manage the accounts payable process and support the operational teams with purchasing. 

▪ Manage the accounts payable processes for Fulham Football Club to be robust, timely, accurate and clear 

▪ Support operational purchases, the purchase ordering processes and the supplier setup process. 

▪ Form productive relationships with the operational teams, to help embed a stronger commercial focus & 
accountability and ensure expenditure is properly accounted for.   

▪ To support with the accruals and prepayments for the contract’s monthly financial trading results and support the 
finance team in maintaining all financial control procedures relevant to their area including revenue and cost 
controls. 

▪ Review open purchase orders with the Finance Manager and operational heads of department ensuring accuracy; 
work with the operational teams and suppliers to close open purchase orders and resolve any disputes. 

▪ Look to actively develop yourself, network and support the wider UK business on major events and/or ad-hoc 
project work 

 
 

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. 

Rev est 
£0 

 

  

Growth 
type: 

 

Outsourcing 
rate: 

n/a Region  Workforce tbc 
GP margin: 0% 

  Outsourcing 
growth rate: 

n/a HR in Region  tbc 
  

Characteristics  ▪ 23 matchdays per year, all year round retail and special events.   

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. 
 

 

Job Description:  
Finance Assistant – Fulham Football Club 

Draft.  Version:  27-03-2014 

Finance Manager 

 Head of Finance  
Sodexo Live! 

General Manager 
Fulham Football Club 

Finance Assistant 



 

 

  

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. 

▪ Ensure accurate accounting entries in relation to purchase invoices, accruals and prepayments are actioned 
in line with the monthly and weekly timetables. 

▪ Ensure weekly reconciliations of supplier accounts and any outstanding customer / client debt are actioned.  

▪ Liaise with onsite teams to ensure all costs are accurately captured in the correct months. 

 

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

 Ensure all purchasing procedures are adhered to and according to company policies. 

 Monitor expenditure in line with budget and forecast by maintaining a controlled and concise procedure through 
a PO log to ensure there are no overspends. Consistently communicate over expenditure to the site GM and 
heads of departments. 

 EprophIT management and making sure invoices are traded correctly and timely.  

 Work closely with all teams and Finance Manager to ensure all events are invoiced & paid in a timely manner, 
and that events and all associated payments are recorded and tracked for balancing at month end.  Trade, 
bank and account for all events revenues through E Prophit and SAP 

 Help in getting debt collected in a timely manner by ensuring all events are billed correctly and maintain internal 
and external relationships whilst doing so. 

 Assist in preparing and producing the monthly accounts, ensuring all revenues and costs are accounted for 
and assist in preparing accruals and pre-payments as directed by Finance Manager.  

 Assist in production of regular forecasts, including Profit and loss accounts for functions and events on an 
adhoc basis so as to ensure they are as profitable as possible.  

 Support the HOD’s in all financial decision making and processing by providing any information requested & 
by providing any information that they need or is relevant to them. 

 Assist in improving processes and procedures to increase the unit’s profitability.  Identify areas for improvement 
and liaise with Finance Manager to roll out changes as required. 

 

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. 

▪ Ensure that suppliers are paid in a timely manner and that supplier complaints are not escalated beyond the 
contract. 

▪ Be compliant in all financial aspects in line with company procedures. 

▪ Ensure that Open PO’s are below the agreed % of all PO’s based on their ageing profile. 

▪ Maintain good Internal and External relationships. 

▪ Comply with all Company & client policies and procedures as required, together with statutory  regulations 
and legislative requirements relating to such matters as employment law, safe systems of work, health & 
safety, anti-bribery, finance code of conduct etc 



 

 

 

 

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

▪ Good Excel and variance analysis skills 

▪ Desirable to have good working knowledge of SAP, Eprophit or other large similar systems. 

▪ Desirable to have experience of producing management accounts, budgets and forecasts  

▪ Desirable to have knowledge of a retail and cash environment 

▪ Desirable to have knowledge of contract catering. 

▪ Experience of working with internal and external stakeholders 

▪ Good interpersonal skills with the ability to communicate at senior and junior levels 

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

 

 Growth, Client & Customer 
Satisfaction / Quality of Services 
provided 

 

 Rigorous management of results  

 Brand Notoriety  

 Commercial Awareness  

 Employee Engagement  

 Learning & Development  
 

9.  Management Approval – To be completed by document owner 

 

Version  Date 12.06.2023 

Document Owner  
 


