
JOB DESCRIPTION

JOB TITLE:


FM V&A Administrator
RESPONSIBLE TO:

Helpdesk Manager
RESPONSIBLE FOR:
Validation of Supplier invoices on circa £8m spend/anuum 

JOB SUMMARY

The V&A Administrator will be responsible to ensure that all invoice values submitted from the supply chain are accurate and match the contract rates or quotation values held on the CAFM system. This in the main will be an automated process however the V&A Administrator will support the CAFM coordinator to ensure all contract rates are loaded on the system and will take the lead in dealing promptly with any anomalies that the system reject. The V&A Administrator will also support training of suppliers in the invoice submission process and will regularly review and chase down aged not cleared on the system.

The V&A Administrator will act as single point of contact for all invoice submission related queries for Residential Care Services and will be expected to continually seek opportunities for improved system use across the supply chain.

Key Responsibilities 

· To assist the Helpdesk Manager and Head of FM in delivering a valued, timely and above all efficient invoice flow process for the Residential Care Services division.
· To assist the Helpdesk Manager in ensuring that all invoice/payment related supplier data is up to date
· Take lead role in delivering user training for Suppliers on payment submission process through either face to face, by video conference call or over the phone.
· To provide analysis on aged debt and supplier performance around invoice submission process
· Build good working relationships with RCS Accounts Payable team, Helpdesk team, RFMs and account departments of supply chain.
· Regularly undertake health check on system and report any problems and identify faults. 
· Comply with the Company Appraisal system and attend an appraisal every year.
· Ensure updated mandatory training requirements are met. 
· As requested by Helpdesk Manager or Helpdesk Supervisor, support rest of team where time allows during peak periods of Helpdesk activity or lulls in CAFM activity. 
This list of key responsibilities is not exhaustive and the post holder may be required to undertake other relevant and appropriate duties as reasonably required.

Customer Care

The operational teams, our service users and all visitors can be considered our customers and as such every FM role is a key piece of the package of services that must be provided in a timely fashion with a can-do attitude ensuring that they have an environment that is safe, clean, welcoming and above all is reflective of the quality care that care UK provides.
Health and Safety 

As an employee of Care UK, the post holder has a duty under the Health and Safety at Work Act 1974, to:-

· Take reasonable care of the health and safety of themselves and all other persons who may be affected by their acts or omissions at work.

· Co-operate with their employer to ensure compliance with Health and Safety legislation and the Health and Safety policies and procedures of the treatment centre, not intentionally or recklessly interfere with, or misuse, anything provided in the interests of health, safety, or welfare, in pursuance of any of the relevant statutory provisions.

Data Protection 

The post holder must at all times respect the confidentiality of information in line with the requirements of the Data Protection Act.  This includes, if required to do so, obtain, process and/or use information held on a computer in a fair and lawful way, to hold data only for the specified registered purposes and to use or disclose data only to authorized persons or organizations as instructed.

This list of duties and responsibilities is by not exhaustive and the post holder may be required to undertake other relevant and appropriate duties as reasonably required.

This job description is subject to regular review and appropriate modification.
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PERSON SPECIFICATION

	Criteria
	Essential
	Desirable

	Qualifications
	· Educated to GCSE grade C or equivalent in Maths

	· IT related Qualification

	Experience
	· Experience of invoice management and financial reporting processes
· Experience of working within an FM or Property environment
· Computer literate with excellent, accurate numerical and keyboard skills

· Working effectively and efficiently in a fast changing environment
· Reviewing and establishing effective systems of work, processes and controls

· Working on own initiative, identifying when positive changes can be made to improve delivery of Helpdesk Services

· Supporting colleagues and suppliers in your area of expertise

· Works effectively within a team
	· Experience in working with CAFM systems 

	Skills, Abilities and Knowledge
	· Demonstrable ability to work accurately with numbers
· Knowledge of workflow processes
· Ability to plan workload and prioritise differing objectives

· Effective Communicator both verbal and written

· Ability to report effectively

· Ability to think quickly and action immediate to make positive changes

· Ability to fully use Microsoft Excel, Word, Powerpoint and Project


	· Excellent process improvement skills 

	Personal Attributes
	· Proactive
· Team player
· Use own initiative

· Attention to detail

· Calm professional and confident
· Enthusiastic

· Able to work flexibly

· Pleasant and helpful manner

· Reliable and punctual

· Ability to adapt
	

	Other
	· Ability to speak and communicate in English Language
· Adhere to equal opportunities and Care UK Policies and Procedures


	


