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JoB description
	Position Title
	Contract Administrator
	Department
	Sodexo

	
Position
	Permanent
	Segment
	Corporate North

	Team/Band
	TBC
	Location
	RB, Hull

	Reports to
	Reception & Helpdesk manager 
	Office/Unit name
	Sodexo, c/o RB, Hull


ORGANISATIONAL StRUCTURE


Head of Talent



Job Purpose 
· Assisting in the implementation of innovation registers and best practices, and the related tracking.

· Assisting the LGSM in delivering periodic management reporting: 

· Revenues, profit, and cash;

· Operational performance metrics, early warning issues and corrective action plans;

· Monthly reporting, forecasts, budgets and plans.
· Standard pack to be co-ordinated with client team.

· Know the market in order to define offer and product mix to create revenue opportunities 

· Maximise the profitability of the contact by increasing sales and managing costs 

· Ensure the prompt and efficient preparation and service of all services to Sodexo and contractual requirements including the delivery of defined budgets and profit margins 

· Contributing to the key growth drivers of the account: 

· Assisting in the day to day finance of the site.

Accountabilities
· Assisting the LGSM in the recording and reporting of innovation on the account in line with MSA obligations
· Develop strong working relationships with on-site client/third parties and operate proactively in line with the Clients for Life® philosophy to enhance client retention and customer satisfaction, gain referrals for new business and attract new clients and customers 

· Utilise the Web of Influence to develop relationships with multiple tiers within the client organisation 

· Seek to understand the business environment, local competitors and drivers, developing and maintaining strong relationships and establishing a network of contacts. 

· Ensure all inter-department communication is operationally effective for supporting events 

· Working with the account team and the central Sodexo Connections team to help develop and implement tools and processes to support the deployment of the MSA with the support of corporate IT.

· Working with the Corporate Finance teams to obtain the monthly account related data and upload it into Sodexo Connections

· Assisting in the production of the monthly, quarterly and annual financial and operational performance client reports

· Managing relationships with key client stakeholders & attend client meetings, workshops and reviews as required

· Supporting all Sodexo operational Managers (client central team and local teams) to deal with financial issues and review financial outputs (Solutions and Budgets)

· Assisting Finance Manager is catering finances with programs like Eprofit and SAP.
· Attend to any reasonable requests made by the line manager or the client. 
· Drive business area performance through promotional activity and marketing initiatives and resources.
· Supporting the LGSM with change control notices, and in accordance maintain registers within the site.
Key Performance Indicators (KPIs)

· P&L targets are delivered within agreed timescales and show positive financial performance 

· Sales or profit targets are met or exceeded 

· All purchases completed via nominated suppliers only and within agreed budget 

· Internal and external audits achieve the required level including Safeguard green audit result 

· Team are engaged and there is evidence of regular team meetings and Focus on Five activity 

· 90% or over on Unit Business Health check Audits 

· Absence rates are in line with segment target (Ensure segment target is entered in dimensions) 

· Maintain high standards of appearance and personal hygiene 

· Please add/delete/amend for segment specific KPIs (suggestions to include, engagement percentage 

External Contacts

· Current and prospective clients and customers
· Approved Sodexo suppliers currently providing support services to site
· Comply with company and statutory regulations relating to safe systems of work, HSE and KPI’s
· To deliver a consistent level of service, within the company standards, to the contract specification and agreed performance, qualitative and financial targets
· To be agreed with manager and attached, if appropriate, for particular location. KPI’s to be monitored as part of performance review and appraisal process
Authority Levels

· Ordering from nominated suppliers with the support of the GSM.
· Processing payroll documentation
Contextual or other information

· Adhere to Sodexo and RB policies and procedures as set out in individual contract and staff handbook
· Participate and support as an individual and team member to achieve overall team and business objectives 

· Process all tasks within the defined timescales whilst liaising with the appropriate personnel to ensure an added value service is delivered
· To help maintain a professional environment within the Sodexo and client environment.  This includes areas such as housekeeping, telephone manner, approach to work and employee liaison.  All of these should be demonstrated to the highest standard
· Deliver a quality service to all customers and 3rd parties to ensure customer and client satisfaction
· Actively respond to adhoc requests from individuals and organisations ensuring they are either directed to the appropriate contact or provided with the appropriate information
· Support the facilities management/ Lead general services manager function to ensure all operations are delivered effectively and efficiently
· This is a no smoking site.  Constraints may change from time to time, see staff notice boards

· Carry out any other duties and undertake any relevant training as is necessary to achieve overall business requirements
· Whilst carrying out your role you may have access to, or witness confidential information, which must NOT be divulged, shared or distributed to any unauthorised person(s) or bodies at any time
NB: This job description is intended to give the post holder an appreciation of the role envisaged and the range of duties and responsibilities to be carried out. It does not attempt to detail every activity. Specific tasks and objectives will be agreed with the post holder at regular intervals. The post holder will be required at all times to perform any other reasonable task or tasks, as requested by the manager in order to meet the operational needs of the business.

I agree that I have been fully briefed on my job role and that my job description has been explained and agreed.
Employee’s Signature:  _______________________________________

Employee’s Name: __________________________________________

Date:  ___________________________________

Manager’s Signature:  _______________________________________

Manager’s Name: __________________________________________

Date:  ___________________________________[image: image1.wmf][image: image2.png]
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Lead General Services Manger 








Reception Helpdesk and Mailroom Manager  





Contract Administrator
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