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EXPERTISE

ADMIN OFFICER  
JOB DESCRIPTION 

	Function:
	Corporate Services: Strategic Accounts 

	Position:  
	admin officer

	Job holder:
	

	Date (in job since):
	

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

	Additional reporting line to:
	Account Manager

	Position location:
	Sodexo ESB Head Office F27, Dublin, Ireland



	1.  Purpose of the Job

	
Admin Officer is responsible to provide financial and administrative support for a large account across multiple sites, working within a multi-disciplinary Facilities Management organization.


Draft.  Version:  27-03-2014

	2. 	Organisation Chart

	







	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, practices that are to be adhered to.

	
This role requires the ability to be Accuracy and Precision in all daily tasks
Able to work under pressure to meet deadline without compromise the quality of work
Financial and commercial awareness, with the ability to interpret and use data effectively.



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

	
Process data for all staff across multiple sites in Payroll.
Operate and manage UKG pro and Drive systems.
Operate E-prophIT, SAP, and Sodexo accounting systems efficiently, ensuring daily cash reconciliation and supporting the Finance Manager with related duties.
Communicate and checks, collaborating with the local teams to ensure all orders, invoices, credit are in place, process and reconciliate correctly .
Provide accurate and timely reports to the Account Manager.
Look for time efficient ways of completing any daily task. 
Be punctual.
Be prepared to assist your colleagues in a willing and positive manner and move from one activity to another, as needed.
Attend briefings and training sessions, following instruction and conveying knowledge  .
Be the go-to for administrative support, ensuring efficient office operations.
Support with Sodexo finance systems and ensure full compliance in all areas.
Have an eye for detail in organising documentation, files and records.
Assist in preparing reports, presentations and correspondence for clients.





	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.

	
Offering ‘best in class’ Numerical accuracy and Precision. 
Administration tasks are completed quickly and on time in a professional manner.





	5.  Person Specification 

	Proficient in Microsoft Office (Word, Excel, Outlook).
Passion for technology.
Skilled in reporting and analysis methods.
Aptitude for numerical work and data analysis
Communicative, good prioritisation and organisational skills in a professional manner.
A thirst for knowledge of System and Procsess.
Confidential, ability to manage sensitive situations and data, professionally and fluently 
Professional, friendly, caring and above all articulate with a positive Can-do attitude  
Adaptability, capable of adjusting work schemes and schedules to work within a dynamic environment 
A positive outlook creating solutions not issues




	8.  Competencies – Indicate which of the Sodexo core competencies and any professional competencies that the role requires

	
	· Growth, Client & Customer Satisfaction / Quality of Services provided
	· Brand Notoriety 

	· Rigorous management of results
	· Innovation and Change









	9.  Management Approval – To be completed by document owner

	
	Version
	V1
	Date
	10.01.25

	Document Owner
	Leanne Campbell, Account Lead







Support Contract Manager


Admin Officer


1/4 – Lobby Host & Building Ambassador Support
2/4 –Microsoft Lobby Host & Building Ambassador Support
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