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	Function:
	Centre of Excellence – Commercial Finance

	Job:  
	Assistant Finance Manager – Supply Management

	Position:  
	Assistant Finance Manager – Supply Management

	Job holder:
	Simon Dorme

	Date (in job since):
	2008

	Immediate manager 
(N+1 Job title and name):
	
Financial Controller Supply Management - Andrew Mathias

	Position location:
	Office Based Stevenage/home worker 

	


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

	The roles main responsibilities are:
· Manage and control supplier rebate income by overseeing end-to-end processes to ensure accuracy, completeness, and timely recognition, including validation against contractual agreements, reconciliation to actual performance, and resolution of discrepancies.
· Review, validate, and prepare documentation for all agreed supplier rebates in line with contractual terms.
· Accurately forecast future rebate income using segment forecasts and supplier participation rates.
· Support the collection of outstanding rebate income and assist with debt resolution where required.
· Act as a subject matter expert for supply chain income, providing guidance and support across the business.

	


	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.

	Coverage
	
	Supply Management spend
	
	
	
	Purchasing Income
	
	
	€95m per annum

	
	
	Food 
	€300m
	
	
	
	
	
	

	
	
	Non Food
	€500m
	
	
	Segments
	
	
	All UK&I

	
	
	
	
	
	
	
	
	
	

	



	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.

	





	



	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.

	· Be a valued business partner to a large stakeholder group within Supply Management and establish a balanced approach which brings independent verification as well as valued profit enhancing support. 
· Contributing to the delivery and achievement of the Regional strategic objectives, priorities and financial targets through strong business partnering and commercial finance influence over the activities of Supply Management.
· Identifying and deploying innovative and efficient ways of working whilst enhancing governance and commercial control across multiple vendor contracts.
· Validate volumetric rebate calculations and make appropriate recommendations, ensuring assumptions, volumes, and rates are reasonable and aligned to agreed terms.
· Manage internal and external stakeholders in relation to rebate agreements and the collection of income, particularly where suppliers have outstanding debt or disputes.
· Proactively address contractual challenges by identifying expired or missing agreements and ensuring agreed variations are accurately documented, escalated, and reflected in contractual records to mitigate risk and protect rebate income. 
· Manage reliance on PDB volume data, recognising limitations where volumes are based on supplier submissions and may not capture total spend.
· Navigate rebate complexities where manufacturers operate across multiple routes to market 



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

	· Review and validate supply chain income using SAP, Product Database, and EDI data, selecting the appropriate source data depending on the agreed contractual rebate calculation method
· Review supplier contracts to ensure full visibility of all agreed rebates and income streams.
· Ensure timely issuance of invoices and processing of deductions once rebates have been agreed.
· Manage and maintain the finance pack, including monthly updates of volumes and all invoices and deductions raised.
· Maintain accurate and up-to-date minutes for finance review meetings, clearly documenting outstanding issues such as unagreed rebates, unpaid invoices, and contractual discrepancies.
· Track and report risks and opportunities arising from new, amended, or disputed contracts.
· Accurate reporting of both core income earning spend and non-core spend to segments, highlighting trends to guide segments on directing their operators to use Sodexo’s core supply chain for maximum efficiency and income generation
· Provide supporting documentation such as copy debit notes or discount back-ups when requested
· Assist in the annual audit of supply management income collection by compiling and providing all necessary evidence, ensuring compliance with established procedures, internal controls, and audit standards


	



	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.

	· Communicates accurate purchasing income to stakeholders, ensuring clarity on performance and trends.
· Guides Category Managers on the commercial validity of volumetric rebates, highlight potential spend threshold triggers to generate additional income, and recommend a review and removal of low-value rebates.
· Act as a key business partner, collaborating with stakeholders across Supply Management, regional segments, credit control, and accounts payable to support income optimisation and effective financial management.



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

	· Experience of working in the commercial finance functions of global organisations.
· Exposure to a complex, contract driven business, and / or Supply Management function.
· Excellent IT skills particularly Excel / Microsoft Office, SAP, Product Database
· Excellent communication skills being able to translate complex data into clear messages 
· Strong problem solving and analytical skills with the ability to see the bigger picture 
· Good team player with the ability to influence others and portray sense of direction and commitment to people at all levels.
· Strong evidence of resilience, energy and drive.
· Ability to work under pressure; think clearly and act decisively.



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

	
	Core Competencies
	Technical Skills

	 
	 

	Collaborates
	Process Management

	Communicates Effectively
	Decision Support and Management Information

	Financial Rigour
	 

	Service Excellence
	 

	Digital Readiness
	 






	9.  Management Approval – To be completed by document owner

	
	Version
	Version 1.1
	Date January 2026
	

	Document Owner
	







Head of Finance
Operational Finance


Commercial Finance Manager - Platforms


Commercial Finance Manager - Supply Finance


Commercial Finance Manager - Supply Commercial Accounts


Assistant Finance Manager
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