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JoB description
	Position Title
	Accounts Administrator
	Department
	CSIFM

	Generic Job Title
	ADMINISTRATOR (SITE BASED) 
	Segment
	Corporate Services

	Team Band
	N/A
	Location
	Windlesham 

	Reports to
	Accounts Manager
	Office / Unit name
	Lilly House and Erl Wood


ORGANISATION StRUCTURE



Head of Talent


Job Purpose 
· Assisting Accounts manager in the preparation, production and reporting of the unit’s month end UK accounts 
· Maintaining all financial control procedures relevant to the UK.

· Purchasing for facilities services
· Payroll 
Accountabilities or “what you have to do”
· All aspects of purchasing for Facilities

· Payroll 

· Processing invoices and resolving issues

· Vendor management, successful ongoing supplier/customer relationships

· Timely and cost effective material and sub-contract transactions

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

· Ensure accurate completion of invoicing and final billing to client

· Ensure completion of the various unit sales summaries, weekly reporting deadlines and trading returns, in a timely manner 

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

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

· Production of weekly debt report

· Ensure all sales and unit expenditure is captured into correct trading month. 

· Providing finance reports as and when requested

· 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.

Health & Safety
· Wear any items of personal protective equipment, as specified by the manager

· Comply with all client policies / procedures in relation to catering / Fire safety/ Health & safety/ Food hygiene.

· 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 and training of staff.

· Ensure that all equipment used, is in safe working order, checked regularly and serviced.  Report any faults to management/client, ensure they are rectified and ensure equipment is not used until safe.

· Ensure that all equipment, monies and the overall establishment, is safe and secure at all times.
Key Performance Indicators (KPIs) or “What it will look like when you are doing the job well”
· All monthly reporting delivered on time and accurate

· Vendor invoices processed accurately and on time

· Purchasing requests processed accurately and on time

· Closing out purchase orders over 2 months old

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

· Following all financial procedures in line with company standard

Dimensions
	Financial
	N/A

	Other
	N/A


Skills, Knowledge and Experience
Essential

· Ability to prioritise, 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.

Desirable

· Knowledge of SAP 

· Knowledge of UDC payroll

· Knowledge of E-ProphIT

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

· Previous knowledge of a retail and cash environment

Contextual or other information

N/A

	Version
	
	Date
	24/10/2018

	Document owner
	Angela Yee
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