
Job Description:
Finance Assistant
SAP
E-ProfIT
Averyhill & Medway PFI
Kronos & UDC
CAFM
(Maximo IBM)

Systems
Documentation/ Records
Compliance
Account trading














	Function:
	Universities

	Position:
	Finance Assistant – Greenwich & Avery Hill and Medway

	Job holder:
	

	Date (in job since):
	

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

	Additional reporting line to:
	Shekhar Karmacharya (Head of Finance)

	Position location:
	Avery Hill Campus &University of Greenwich




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

· Accountable for the precise and effective handling of all account information using the Sodexo EprophIT system. This includes promptly generating invoices, managing payroll, PO system and ensuring weekly cash reconciliation is completed. These tasks are crucial in aiding and facilitating the Finance Manager during the closure of both weekly and end-of-month trading periods.
· Play an integral role during the Sodexo / Client month end process, ensuring relevant sources of information and system are utilised.
· The job description is designed to identify the specifics of the role it does not however limit the post holder to the specific tasks and responsibilities listed. The post holder is equally responsible for the satisfaction of the users and must therefore ensure that the standards are delivered. This will mean that you undertake activities outside of the job description to ensure that the overall service is maintained.
· Provide effective financial and administrative support to the Finance Manager and Operational Team.
· To provide operational support to the Finance Manager with general management functions as detailed in Section 5, below, or with any reasonable management request.
· Working hours will be Monday to Friday 8:00 am till 5.00 pm, 5 days a week. Some weekend work may be necessary, and lieu days applied as required during peak periods.External & and internal audits
Relevant trading period deadlines

Measured by
Soft and Hard services

Scope





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.




Additional 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

 

Accommodation
FM & Security

Characteristics	This is a hands-on role that will involve personal input and action within all facility functions


3. Organization chart – Indicate schematically the position of the job within the organization. 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.


Finance Assistant

Finance Assistant


Finance Manager

Head Finance














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 and practices that are to be adhered to.


The contract activity is divided between the 10 months of the academic term time and 12 weeks of the summer let program.
· Comply with all legislative requirements.
· Adhere to any local client site rules and regulations.
· Flexibility in the work schedule may be required during peak periods.
· Conduct stock management of consumables.
· Proficient in Microsoft packages particularly Excel
· Attention to detail and accuracy is essential.
· Team Players
· Excellent Business Patnering Skills
· Proven Business Patnering Skills
· Ability to work individually and as part of large team
· A structured but flexible manner of working with the ability to priorities and manage your own workload.
· Ability to work on own initiative and be proactive, working quickly and accurately under pressure whilst achieving deadlines. Excellent communication and interpersonal skills.
· Collaborate with stakeholders to ensure there are no problems on site.
· Support in maintaining a well-trained motivated staff that constantly strives for excellence in Service.
· Supervise all employees’ work on assigned sites, to make sure it meets the company and client standards.
· Demonstrate a positive attitude and show an example for other employees to emulate.
· Make sure all employees follow company standards by consistently coaching and redirecting performance.
· A very visible and high-profile client facing position providing strict adherence and governance
· Identifying any risks and issues, escalating where appropriate


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

	Accounts Trading & Essential:

· To be the E-ProphIT administrator for the site ensuring weekly returns are submitted promptly.
· Complete the Cash payment Trading Summary, input and accept invoices onto the EprophIT system, request subsequent credit notes, and complete stock and cash transfers between the accounts as required.
· Complete the input of stock take in line with trading periods ensuring it is checked and signed off by the relevant manager.
· Ensure invoices are appropriately checked against delivery or delivery notes and authorized by the relevant manager before processing.
· Ensure that credit notes are raised against invoices for under-delivery of goods and services
· Manager University of Greenwich contract daily, weekly, monthly & year-end financial activities including all reporting actuals to forecast to Finance Manager & Senior Managers.
· Responsible for payroll (Kronos)
· PPM Contracts Maintenance - Checking contract validation, making sure all contracts are renewed in a timely manner. Raising SAP PO's, checking & processing PPM related invoice, maintaining PPM tracker
· Raising purchase orders for both core and reactive works, ensuring smooth and efficient cash flow processes, were required
· Prepare and post monthly accruals, prepayments, and similar accounting entries.
· If required, ensure that the TMS database is maintained i.e. starters, leavers, changes to roles, etc.
· Cash counting; safe audits & banking. Ensuring cash holding is in line with company policy by regular banking along with ensuring catering has enough change and floats are ready for the following day
· Raising ad-hoc invoices as required
· Provide administrative support to the finance team as required.
· Develop & maintain effective financial processes & reconciliations across the
· Process invoices, receipts, payments, and expense reports.
· Fulfill all requests and assignments from the Finance Manager and Head of Finance in a timely and accurate manner

Other Duties

· Working with the Finance Manager to compile the Summer Let trading account for submission to the client.
· Collation and submission of student charges
· Ensure monthly utility readings are completed.
· To fulfil any reasonable management request
· Attend Company Training Courses and Meetings as requested.
· Carry out any other reasonable request raised by the managers.




	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.

	
Good team worker Effective communicator
Reactive maintenance is prioritized and meets response targets. Preventative Maintenance tasks are completed with records maintained. Records available with suitable authorization for all orders / supplier requests. Property is secure with no access violations.
Compliance with Sodexo policies and procedures
Monitoring is effective in minimizing tenant damage and recovering costs.



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

	Essential
· Demonstrate experience of working in a similar role within the service industry at a comparable level in a company
· Previous experience in managing and leading a team.
· Ability to solve problems and implement them appropriately.
· Previous experience working in a standards-driven/compliance environment.
· Ability to prioritize and deploy resources effectively.
· Ability to make independent decisions.
· Able to work on own initiative within a team environment.
· Able to demonstrate a working knowledge of MS Office (Word, Excel and Outlook)
· Able to demonstrate attention to detail and adherence to standards.
· Analyze problems analytically, develop opportunities and implement innovative solutions.
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