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	Job Description
Support Administrator 








	Function 
	Government Agencies

	Position 
	Support Administrator 

	Job Holder
	New Post 

	Date (in job since)
	

	Immediate manager
	General Services Manager

	Additional reporting line
	Catering Manager  

	Position location 
	HMPPS Newbold Revel 




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

	
· To provide an efficient administrative service for the Newbold Revel
· Ensuring all documents and records are administered in line with legislative and company policy and procedure
· Ensuring all systems data input are made accurately and in accordance with legislative and company policy and procedures
· To act as a support administrator to always provide an efficient and effective administrative support service to the business.
· Assist management team to provide general office support
· To collate information and support in building presentations for clients, customers and internal stakeholder




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

	· Support with the use of inhouse software systems EprophIt, Drive, Reslynk 
· Administration activities, such as but not limited to, printing, creating food diaries, general administrative support, accommodation list, supporting catering and cleaning admin departments.
· Produce end of week and month end reports.
· To maintain records of meetings 
· Accurate data entry and records
· Legislative compliance. Ensuring that all aspects of the business are conducted in accordance with all
· relevant statutory requirements and codes of practice
· Support with payroll checking
· Scanning and uploading documents to SharePoint 
· Carry out weekly safety walks and safety observations
· Recruitment support, assisting with contract vetting process and help managers progress all new starter




	3. 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.

	· NPS/MoJ are one of our most high-profile contracts in the UK & Ireland, with several hundred staff.
· Sites may have a high number of visitors/service users as well as contractors in attendance.
· Staff will come into contact with highly sensitive information and as such will be subject to Baseline Personnel Security Standard checking as minimum.





	4. Accountabilities – Give the 3 to 5 key outputs of the position vis-à-vis the organisation; they should focus on end results, not duties or activities.

	· Communication – communicate with Manager/supervisor/colleagues/Stakeholders
· Working with Others/Teamwork – Working with a range of client staff from multiple teams as part of day-to-day operations.  To co-ordinate with all colleagues within the Sodexo and NSS/MoJ teams.  Excellent working relationship with all Sodexo Employees, and on site teams
· Service Excellence – be responsible for driving all aspects of service excellence within the operational role, including brand integrity, quality, compliance, Sodexo’s corporate social responsibility and service standards.  You will at all times be a brand ambassador and emulate Sodexo’s vision and values, including those of Better Tomorrow 2025, to maximise brand engagement and reputation amongst client staff, visitors, contractors and members of the public.
· Continuous Development – you will undergo professional development within your role to further develop their skills and knowledge, including undertaking any necessary internal or external training as reasonably requested.

This list is not exhaustive and from time to time you may be asked to perform other reasonable duties commensurate with the role.

	

	5.  Job profile – Describe the qualifications (Education & experience), competencies and skills needed to succeed in the position.

	· Experience of completing finance administration tasks
·  EprophIT experience desirable
·  Attention to detail with high level of accuracy
·  Calm, professional and able to prioritise workload and work to strict deadlines
·  Ability to work on their own initiative as well as a team player
·  Positive approach to learning and identifying own training needs as appropriate
·  Resilience and ability to deal with unforeseen circumstances
·  Excellent communication and IT skills
 IT literate with a working knowledge of Microsoft applications (Excel, Outlook, Word, Publisher, Visio)
·  Must be able to demonstrate the ability to communicate effectively both verbally and in writing
· Previous experience in a similar role/service
· Willing to undertake additional training as may be required by the role in future, including but not limited to first aid and security awareness.
· Willing to undergo security checks in line with the BPSS as a minimum required by our client.




	7.  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.  Please show the job titles not the actual people doing the role, i.e. Finance Manager, Project Manager
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Job holder	Immediate Manager

General Service Manager 


Support Administrative Assistant 
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