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	Function:
	Independent & Private Schools

	Position:  
	Accounts and Payroll Administration

	Job holder:
	Catering Operations

	Date (in job since):
	38 weeks, 4 weeks holiday, 1.6 weeks - 30 hours per week TBC & SALARY TBC

	Immediate manager 
(N+1 Job title and name):
	Catering Manager, Leicester Grammar School

	Additional reporting line to:
	 Account Manager

	Position location:
	Stoneygate School (Part of the Leicester Grammar School Trust)

	


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

	· To support the Management team with full administration of accounts and payroll for the catering department using the Sodexo tools and systems
·  Support the operations team with all accounts and payroll relating to the catering and cleaning department.
·  Align with Sodexo policies and procedures and ensuring full compliance with administration levels across all services.
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	3. 	Organisation chart – 

	




 






	4. Context and main issues

	·  All documents produced are of a high standard and contain all required compliance information 
·  Attention to detail and thoroughness in all areas of the role 
·  Raising any non-compliance which could impact on our delivery service for Sodexo and the School  
· Always Behaving in a professional manner, aligning with Sodexo Management Behaviors.






	5.  Main assignments 

	

 ▪ Provide administration and payroll support as required at two locations, support the Division.
 ▪ Process all invoices to the correct standard using EpropHIT and similar tools at two schools
 ▪ Support with production of weekly stock sheet and then input stock each week, agree with Manager and or Head     Chef before closing the books.
 ▪ Provide accurate monthly internal issues reports in line with the event booking forms or similar
▪ To maintain an efficient and auditable system for all additional catering requests by the school booking system including completing and documenting costs. 
▪ Ensure the Health and Safety and maintenance issues are logged correctly and in the correct system, as required. ▪ Provide general administration support as required, including photocopying and answering the phone.
 ▪ To maintain and update uniform allocation and records as required.
 ▪ To maintain updates of documents held within the Health and Safety/ Food Safety file management system, to include monitoring of frequency planner and archiving
 ▪ To ensure that all external correspondence is written in a professional manner, compliant with Sodexo guidelines and sent in an appropriate format within agreed time limits to meet deadlines
 ▪ Ensure confidentiality is always adhered to 
▪ Logging information onto spread sheets as directed by Senior management.
 ▪ Update and maintenance of Employee noticeboards
 ▪ Support Management team with reporting of accidents, allergen incidents, safety observations and near misses 
▪ To support when required with Kronos and UDC, support the Catering Manager and champion for the Division.
 . Support staff accessing training applications and logging training completion.
 . Program menus daily on advertising screens.
 . Support catering team with daily lunch service.

	

	



	6.  Accountabilities 

	· ▪ Ensure EprophIT is managed as per annual calendar and weekly books balanced 
· ▪ To keep up to date with all required audits and support managers with actions 
· ▪ To represent Sodexo as the go to for client and staff point of contact
·  ▪ To implement the principles and practices of health and safety and food safety.



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

	· ▪ Strong analytical skills and attention to detail 
· ▪ Excellent interpersonal communications
·  ▪ Well organised, responsive, and able to work under pressure
·  ▪ Experience in using Microsoft Office packages including Excel
·  ▪ Experience in using online internal systems
·  ▪ A flexible ‘Can do’ attitude ▪ Flexible approach to support operations if required. 
· ▪ Good standard of English language, literacy and numeracy.
·  ▪ Ideally have a good understanding of safeguarding children requirements within the school environment


EXAMPLE

	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
	Leadership & People Management

	Rigorous management of results
	Innovation and Change

	Brand Notoriety
	Business Consulting

	Commercial Awareness
	HR Service Delivery

	Employee Engagement
	

	Learning & Development
	






	9.  Management Approval – To be completed by document owner

	
	Version
	1
	Date
	11 August 2026

	Document Owner
	Michelle Houghton










	10.  Employee Approval – To be completed by employee

	
	Employee Name
	
	Date
	







Simon Knight Director


Michelle Houghton Account Director


Head Chef



Lisa Harrison, Account Manager


Emma Spencer, Catering manager
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