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Job Description
1. Job Details:
Job title:  Blakemore Retail Accounts Leakage Clerk

Division: 
Department: Blakemore Retail - Accounts

Responsible to:  Blakemore Retail Accounts Leakage Team Leader
2. Job Purpose: 
· To ensure that leakage results are prepared, checked and published to agreed timescales.  To deal with leakage queries promptly and to ensure that all weekly and period end reports are checked and issued to agreed timescales.  
3. Key Tasks / Responsibilities:
· To prepare leakage results weekly and issue in line with agreed timescales

· To check store sales figures and produce variance listing

· To prepare and issue weekly and period end reports

· To import/input relevant data into reports/spreadsheets and check for errors

· To review/check leakage results and inform relevant managers

· To update weekly store analysis and reconcile to store PDR

· Compliance with health and safety responsibilities as defined at Level 3 of the company Health and Safety Policy arrangements

4. Financial Responsibilities: 
· None

5. Generic Responsibilities
· Ensure compliance with all aspects of “The Blakemore Way” and appropriate levels of the Competency Framework
· Maintain employee and organisational confidentiality in line with Data Protection Act 
· Demonstrate commitment to Equality and Diversity
· Comply with Health and Safety responsibilities in line with the company Health, Safety & Environmental Policy
· Comply with all other policy and legal requirements in relation to role
6. Other: 

This job description describes the main responsibilities of the post holder but is not intended to cover in detail all the tasks required of the post.  The post holder may be required to carry out other duties as requested by management; however these will not be unreasonable and will be appropriate to the level of post.  

As circumstances change, responsibilities may be amended to reflect new requirements of the post but levels of responsibility and the nature of duties will remain consistent.  The post holder will be fully consulted on any significant changes.

On occasions the post holder may be required to work from an alternative location to usual place of work; however will be given appropriate notice of this change should it be required
Signature of post holder:
Name of post holder:
Date: 
Person Specification
1. Job Title: Tates Accounts Leakage Clerk



2. Last Revision Date: April 2011

	3. Education / Qualifications / Licences

	Essential
	Desirable
	Measured By

	Good standard of literacy and numerical skills

	GCSE or Equivalent in English and Maths.

	CV / application form / original documentation

	4. Skills / Abilities / Knowledge / Experience

	Essential
	Desirable
	Measured By

	Good working knowledge of spreadsheets, Microsoft Word and databases

Ability to resolve problems and sort queries

Ability to produce accurate work to deadlines

Experience in organising & prioritising workloads
Ability to talk to staff at all levels

Ability to deal with internal and external customers

Ability to communicate effectively using fax, email and telephone 

Self motivated


	
	CV / application form / competency based interview

	5. Behaviour / Attitude

	Essential
	Desirable
	Measured By

	Compliance with the company values and required levels of the competency framework


	
	Competency based interview


6. Core Competency Framework: 

Staff
7. Other: 
This person specification describes the main requirements of the post holder. As circumstances change, they may be amended to reflect new requirements of the post but levels of responsibility and the nature of duties will remain consistent. The post holder will be fully consulted on any significant changes.
Signature of post holder:
Name of post holder:





Date: 

