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Job Description:

Business Unit Coordinator Support


















































	Function:
	Corporate Services 

	Position:  
	[bookmark: _Hlk184279269]Business Coordinator Support

	Job holder:
	N/A

	Date (in job since):
	02/01/2025

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

	Additional reporting line to:
	

	Position location:
	Johnson & Johnson - Ringaskiddy

	

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

	· To provide comprehensive administrative and operational support to the business unit, ensuring efficient coordination of activities and effective communication within the team. The Business Unit Coordinator Support plays a crucial role in facilitating the smooth operation of the business unit, contributing to the achievement of organizational goals. Assist with financial reporting tasks to ensure accurate and timely financial information are inputted. Support the General Services Manager (GSM) on day-to-day reporting activities. 




	[bookmark: _Hlk114141570]5.  2.  Main assignments – Indicate the main activities / duties to be conducted in the job.

	· Financial Reporting: Assist with financial reporting tasks, including gathering quotes and purchase orders (POs) and record all the backup files for the client.
· Administrative Support: Provide general administrative support, including managing correspondence, scheduling meetings, and maintaining records.
· Coordination of Activities: Coordinate and monitor the progress of financial activities within the business unit for catering, cleaning, LDM, and security .
· Communication: Facilitate effective communication within the team and with external stakeholders.
· Data Management: Maintain and update financial databases, ensuring data accuracy and integrity.
· Report Preparation: Prepare and distribute reports, presentations, and other documents as required.
· Closing of Books: Support the financial aspects of the business unit, including closing of books




	2.  3.  Context and main issues – Describe the most difficult types of problems the jobholder must face (internal or external to Sodexo) and/or the regulations, guidelines, practices that are to be adhered to.

	· Managing a diverse team with varying skill levels.
· Ensuring compliance with health and safety regulations and GxP standards.
· Handling cleaning chemicals and equipment stocktakes.
· Working in different environments, including offices, catering, and public areas.
· Responding to urgent cleaning needs or emergencies.
· Maintain accurate financial data and ensure the timely report and PO requests



	4.  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.

	
Administrative Efficiency:
· Ensure all administrative tasks are completed accurately and on time.
· Maintain organized records and manage correspondence effectively.
Project Coordination:
· Oversee the progress of various projects and activities within the business unit.
· Ensure that all tasks related to catering, cleaning, LDM, and security are coordinated and completed as scheduled.
Communication:
· Facilitate clear and effective communication within the team and with external stakeholders.
· Act as a point of contact for internal and external inquiries.
Data Management:
· Maintain and update financial databases with accuracy and integrity.
· Ensure all data is current and correctly entered.
Report Preparation:
· Prepare and distribute reports, presentations, and other necessary documents.
· Ensure that all reports are accurate and delivered on time.
Financial Reporting:
· Assist with financial reporting tasks, including gathering quotes and purchase orders (POs).
· Record and maintain all backup files for the client.
Compliance and Safety:
· Ensure compliance with health and safety regulations and GxP standards.
· Manage the inventory of cleaning chemicals and equipment, ensuring safe handling and storage.
Problem-Solving:
· Address and resolve any issues or emergencies that arise promptly.
· Provide solutions to improve efficiency and effectiveness within the business unit.
Support to General Services Manager:
· Assist the General Services Manager (GSM) with day-to-day reporting activities.
· Support the financial aspects of the business unit, including the closing of books.
Team Management:
· Support the management of a diverse team with varying skill levels.
· Ensure that all team members are adequately trained and motivated



	2. 5. 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.

	· Scale of Operations: Oversee cleaning operations for various areas, including offices, restrooms, and public spaces.
· Team Size: Manage a team of [number] cleaning staff.
· Budget Management: Manage the budget for cleaning supplies and equipment.
· Compliance: Ensure compliance with health and safety regulations, GxP standards, and company policies.
· Customer Interaction: Interact with clients and staff to address cleaning needs and concerns.




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

	· Qualifications: Previous experience in a financial or supervisory role.
· Skills: Strong organizational and time management skills, attention to detail, and excellent communication skills.
· Knowledge: Understanding of financial techniques, health and safety regulations, GxP standards, and use of internal systems
· Attributes: Ability to work under pressure, manage a team, and provide excellent customer service.
· Availability: Monday to Friday. Annual Leave is limited on end of the financial month




	2. 7.  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.

	· General Services Manager: Develops strategies for business growth and client satisfaction. Manages budgets and resources.
· Deputy General Services Manager: Oversees the entire cleaning department. Acts as a liaison between clients and the team. Ensures services meet client expectations.
· Manager / Supervisor: Manages daily operations. Ensures quality and consistency of operations. Monitors and supervises team performance. Provides counselling and training to team members.
· Frontline Staff: Perform tasks as assigned. Report to the Supervisor or Manager







 Levels

	4
	· Front line Staff Member
	

	3
	· Supervisor – Team Lead
	

	2
	· Manager 
	

	1
	· Senior Manager (GSM/DGSM)
	


(Tick  What applies )
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