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Job Description: Sodexo Live!
Draft. Version:  27-03-2014


	Function:
	Finance

	Position:  
	Finance Apprentice

	Job holder:
	

	Date (in job since):
	

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

	Additional reporting line to:
	Senior Finance Manager

	Position location:
	Ascot Racecourse



	1. Purpose of the role & who you will work with

	 
· To provide day-to day support to the finance team, assisting all finance managers across key functions with reporting, forecasting and transactional processing.
· This role is designed to offer hands on experience while developing core financial analytical skills in a dynamic fast paced environment
· Report to The Commercial Finance Manager 
· Is a fundamental link between 1711, the Ascot business and the efficient performance of this business relationship 
· Undertake projects as required
· Undertake study to achieve financial qualification appropriate to experience (AAT, ACCA or CIMA)




	2. Dimensions 

	2026 
	· £32m Turnover



	3. Organization chart 

	









	4. Context, Learning & Development 

	· Gain exposure to core financial functions, management accounting financial planning and transactional finance
· Receive training in Excel, finance systems, Epos and financial reporting 
· Work towards a recognized financial Qualification 
· Be Mentored by experienced fiancé managers, across multiple disciplines
· Build effective working relationships with the finance team 




	5. Role Accountabilities

	· Ensure accurate entry of all invoices on a timely basis and ensure accurate month end accruals
· Support operational account leads with forecasting and financial analysis
· Assist with reconciliation of supplier statements, purchase orders and dummies for month end reporting
· Support the process of managing invoices
· Conducting and conclude any audit activity and delivery of action plans
· Support with Raceday financial reporting and cash management
· Assist with ad-hoc commercial projects to help support the drive for better cost management and contract efficiency
· Production and communication of relevant statistics
· Assist with Stock takes in Cellar




	6. Expectations

	· Develop positive working relationships with colleagues from all internal departments
· Efficient and timely production of all documents, as required
· Ensure data accuracy
· Observe professional discretion, at all times
· Be proactive and efficient, using initiative where appropriate 
· Flexible approach to working hours; May be required to work Racedays and key events
















	7. Skills & experience you can bring

	Essential
· Numerical accuracy and understanding 
· Attention to detail
· Comfortable with Excel and Data input
· Eagerness to learn and take initiative
· 5 GCSE’s including Maths and English (grade 4/C and above)

Desirable
· Studying or planning to study a finance related qualification
· Prior work experience in Hospitality industry



	8. Management & Employee Approval 

	Version: 1.0                                                                             Date:

Document Owner: Caroline Hawkins                                      Employee:
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