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JoB description
	Position Title
	Finance Administrator
	Department
	CSIFM

	Generic Job Title
	Finance Administrator
	Segment
	Corporate Services

	Team Band
	N/A
	Location
	Home Based (with site 

attendance

	Reports to
	General Services Manager
	Office / Unit name
	UCB Windlesham, Elanco Hook, Lilly Bracknell, Lilly Basing View


ORGANISATION StRUCTURE



Head of Talent
Job Purpose 
· Assisting General Service Manager in the preparation, production and reporting of the allocated 

sites month end accounts

· Maintaining all financial control procedures relevant to the site.

· Purchasing for facilities services
Accountabilities or “what you have to do”
· Processing invoices and resolving issues (value, matching, duplication etc)
· Raise PO's using SAP - placing and tracking of all orders, including reactive works and all 
preventative maintenance contracts.
· Goods Receipting - GRN invoices and POs, recording and gaining sign-off for all invoices (via GSM or site contact)
· Manage open PO tracker and chase suppliers for aged invoices/completed works
· Take control of all site pre-payments and monthly accruals
· Vendor management, successful ongoing supplier/customer relationships and linking suppliers to site accounts
· Timely and cost-effective material and sub-contract transactions

· Coordination and creation of monthly client costs, invoices and client invoice back up (adhoc and fixed costs)

· Management of E-ProphIT across the sites (active and non-active GB accounts)

· Maintain full auditable paperwork trails with, for example but not limited to, invoices, material orders and timesheets

· Take control of all unit pre-payments and monthly accruals

· Control of unit debt, in line with company procedure and credit control policy 

· Aged debt - check invoices and chase for dates, outstanding payments, corrections
· Reconcile orders, queries, and central charges to SAP - ready for month end. Ensure all sales and unit expenditure is captured into correct trading month.
· Providing finance reports as and when requested

· Assisting GSM in the preparation, production and reporting of the site’s month end accounts & 
governance meetings
· Site Opening assistance by producing information for Profit Centres and Billing
· Communicate with Porto Team and support to close issues/queries

· All aspects of purchasing for Facilities team where required (Sodexo IT, Sodexo telephony, general purchases, stationery)

· Provide financial support and guidance to Site GSM’s and challenge appropriately
· Attend weekly finance review calls 
· General administrative duties

· Undertake ad-hoc duties as directed by the Management

· Seek ongoing improvements within the area of responsibility, and identify any associated training needs;

· Maintain a flexible and teamwork approach and perform any other duties that may be required.
Key Performance Indicators (KPIs) or “What it will look like when you are doing the job well”
· Accurate and timely client invoicing

· Vendor invoices processed accurately and on time

· Purchasing requests processed accurately and on time

· Closing out purchase orders over 3 months old

· All monthly reporting delivered on time and accurate

· All site finance administration functions are up to date, supporting business managers in their day to day activities

· Following all financial procedures in line with company standard

Skills, Knowledge and Experience
Essential

· Strong time management, analytical and organisational skills are essential to deliver an effective accounts function in a demanding service-orientated environment

· IT literate is essential with a particular emphasis on the ability to use Microsoft Excel effectively, as well as the ability to communicate to a very high standard and accuracy in Microsoft Outlook,
Microsoft PowerPoint and Microsoft Word.

· Working knowledge of E-ProphIT

Desirable

·  Knowledge of UDC payroll

· Knowledge of SAP 

· Working knowledge of standard account practices (Sales & Purchase Ledger & Credit Control)
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