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JoB description
	Position Title
	Ration Accountant
	Department
	Operational

	Generic Job Title
	Ration Accountant
	Segment
	Government Agencies

	Team Band
	Unbanded
	Location
	

	Reports to
	Catering Manager 
	Office / Unit name
	


ORGANISATION StRUCTURE



Head of Talent
Job Purpose 
.

To carry out company food accounting and storekeeping procedures in accordance with the 
current company policy computerised or manually.
Accountabilities or “what you have to do”
· Demand, Receive and store all food commodities required by the catering service
· Maintain Sodexo Accounts and complete reports as required by company policy

· Operate E-ProphIT and manual accounting systems in accordance with Sodexo and authority policies.

· To centrally maintain all ration accounts and associated documentation in accordance with current authority regulations and Sodexo policy.

· To process invoicing for any functions and to ensure that any overdue payments are chased accordingly. Also ensure that any function proformas are completed with contact details.

· Ensure all stores and supplies are in accordance with Food Hygiene regulations.

· Ensure all supplies are procured from nominated and authorised suppliers.

· Manage every aspect of cash handling on site but not limited to safe counts/checks, daily cashing up and banking

· Support Catering manager and head chef with weekly and monthly stock takes

· Manage and monitor all aspects of clarity reporting.

· To input all miscellaneous debit and credits onto the account.
· To compile the food income/expenditure account as per company policy.
· To ensure all account documents are filed for a minimum period as per company policies.

· To balance accounts, manual or computerised.

· To prepare all accounts for end of period closedown.

· To store completed ration accounts for audit purposes and disposal of documents as detailed in current company policies.

· To ensure receipt, storage, issue, delivery of rations/foodstuffs as directed in compliance with current legislation and company policy.

· To develop one's skills/knowledge within the current role.
· Unit Payroll

· Raise invoice

· Any other reasonable or adhoc tasks requested by managers.

.
Key Performance Indicators (KPIs) or “What it will look like when you are doing the job well”

· Contribution to gross profits and improvements to targets set by Sodexo.
· Compiling accurate accounts for auditing.
Skills, Knowledge and Experience

Essential

· Must have a good understanding of numeracy.
· Must have a good understanding of IT. 
· Must be able to work within a team environment

Desirable

·  Proven track record of working within accounts.
·  Pay as you Dine experience within the military.

Contextual or other information

May be required to attend courses or travel to other areas of the business in PAC within the job role.
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Catering Manager





Accountant
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