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JOB DESCRIPTION

Function:

Ur\iversities - Ur‘\iversity of Greenwich

Position:

Finance Administrator

Job holder:

Date (injob since):

|rn mediate manager
(N+i Job titie and name)l

Assistant Finance Manager

Additional reporting line to.

position location. University of Greenwich, Avery Hill, Greenwich & Medway Campuses. (Site

based)

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

Provide effective financial and administrative support to the Cornrnercial Finance Manager and Operational
team

|t is essential to develop a strong working relationship with the Key Stakeholders on the contract and Client
Portfolio Manager as well as the Sodexo On-Site Managers andteams. |n orderto ensure that key personnel
are kept apprised of current and future challenges.

play an integral role during the Sodexo / Client month end process, ensuring relevant sources of

inform ation and system are utilised.

The_job description is designed to identify the specifics of the role it does not however Iimit 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 thatthe overall service is maintained.

To aeliver services in line with the business ethos, delivering innovative solutions to the client’s expectations.

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.

]
Sites across University of Greenwich

|
Soft and hard services
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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, ihe. Commercial Finance Manager,

Project Manager.

Head of Commercial &
Performance

Assistant Finance Manager

Performance & Governance
Manager

Finance Administrator

4. Co ntext and main issues —Describe the most difficult types of problems the jobholder has to face (ir\ternal or external to Sodexo)

andlorthe regulations, guidelines, practices that are to be adhered to.

| Ability to prioritise, manage your own workload, be flexible, cope with demand and achieve deadlines

= Avery visible and high-profile client facing position providing strict adherence and governance.

u |dentifying any risks and issues, escalating where appropriate.

L] Comply with all Company & Client policies, site rules and statutory regulations relating to Health & Safety,
safe working practices, hygiene, cleanliness, fire and COSHH This will include your awareness of any
specific hazards in your work place.

5. Main assignments — lndicate the main activities/duties to be conducted in the job.

L] Manage University of Greenwich contract daily, weekly, monthly & year-end financial activities including all
reporting actuals to forecast to Finance Manager & Senior Managers.

u Administrative tasks undertaken in an organised manner.

L Sodexo Month End —Review and provide accruals/costinformation to Cornrnercial Finance Manager in order
to close month end (also highlighting any prepayments) Raising invoices and credit Note,

L UDC Payroll/Kronos - V\/eekly and Monthly Payroll processing for all UK sites (overtirne, sickness, absence,
providing reports to site managers). Support UK sites with payroli related queries (new starters, leavers,
processing changes of conditions, holiday/sickness aIIocation)

- PPM Contracts Maintenance - Checking contract validation, making sure all contracts are renewed in a
timely manner. F\)aising SAP PO's, checking & processing PPM related invoice, maintaining ppM tracker.

L Day to day business support (general administrative site queries, Solutionline request creation, OTVrequest
processing, seeking resources to delivery guidance to Sodexo colleagues and managers)

L Raising of purchase orders for both core and reactive works ensuring smooth and efficient cash flow
process, where required.

= Working collaboratively with the Sodexo Accounts payable to ensure any supplier invoices issues are
effectively and efficiently dealt with.

|

Monitoring cost on the p&l,
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L l_iaise with Account Managers & Cornrnercial Finance Manager to improve contract &tearn performance.
u Highlight any issues orrisks which may impactthe successful delivery of the contract
L] Develop & maintain effective financial processes & reconciliations across the contract
L On occasion raising Client system pOS
L Provide Business Partnering to the Portfolio Managers and Site and Regional Leads
u Carry out any otherreasonable requestraised by the managers
u Ad hoc requests for contract information.
L To attend an annual pDR with your |_ine Manager and to agree and take ownership of your pDR and your
training and development needs.
u Attend Company Training Courses and Meetings as requested.
6, Accountabilities - Give the 3 to 5 key outputs of the position vis-a-vis the organization, they should focus on end results, not duties or

activities.

- Maintain a high level of accuracy in all tasks carried out
u Effective working with the operational site teams
u Provision of financial support across the contract in order to achieve sales and Gp targets
7. Person Specification — Indicate the skills, knowledge and experience that the job holder should require to conduct the role effectively

Essential

Proficient in Microsoft packages particularly Excel

Creative and ‘can do’ aticude.

Attention to detail and accuracy is essential.

Ability to work on own initiative and be proactive, working quickly and accurately under pressure
whilst achieving deadlines

Aptitude for numerical work and analysis

Excellent com munication and interpersonal skills

A structured butflexible manner of working with the ability to prioritise and manage your own workload
Ability to work individually and as part of a large team,.

Proven and successful Finance Departm ent experience

Excellent business partnering skills

Team player

Highly self-motivated, ability to take ownership for a number of projects from beginning to end

Ability toremain calm and assertive under pressure

Desirable

- SAP experience is desirable
L Previous experience within the facilities management sector is desirable but not essential
|
8. Co mpetencies — Indicate which ofthe Sodexo core competencies and any professional competencies thatthe role requires
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| | Growth, Client & Customer Satisfaction
/Quality of Services provided

|| Leadership & People Management

|| Rigorous management of results

| | |nnovation and Change

| Bra nd Notoriety

| CommercialAwareness

|| Employee Engagement

| Learning & Development
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