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Job Description

Role title: 	ERP Administrator (Fixed Term Contract)
Reports to: 	ERP Manager
Grade:		Graduate
Sector:		Group Services
Division:	Finance Operations	


Purpose / Scope of role

This role serves as a support function for maintaining and optimizing the Deltek VantagePoint system and associated reporting tools to enable efficient business operations. The scope includes managing user-friendly reporting solutions for project managers and other business units, ensuring data accuracy, and providing actionable insights. Additionally, the role supports key processes such as month-end close, project setup, and financial reconciliations while maintaining strong communication channels with internal teams and external stakeholders. It also entails acting as a central point of contact for resolving system queries, testing software upgrades, and collaborating closely with departments like Finance, Administration, and the Tender Team to meet the company’s operational needs.

What success looks like in this role

Success in this role is defined by delivering accurate, user-friendly reports and ensuring the Deltek system operates efficiently as your knowledge of VantagePoint increases through training with our team. Key achievements include timely timesheet posting, error-free financial reports, and effective support for staff and stakeholders. Proactively refining processes and maintaining up-to-date system upgrades are also essential indicators of success.

Key Responsibilities
 
· To assist and answer queries from all colleagues regarding Vantagepoint as required. 
· To review/manage timesheets keeping to 2 or 3 days behind current week. 
· Support daily/weekly exception reporting (managing/improving) 
· To liaise with external bodies about any Deltek issues or concerns. 
· To archive projects on Vantagepoint once financially complete 
· Support the BI team with integrity of data from Vantagepoint. 
· To carry out any additional activities that may be reasonably required or requested, including data entry and data cleansing. 
· To take reasonable care for the health and safety of yourself and others; make use of the tools, equipment, training and resources; and actively engage with colleagues at all levels to contribute to the continuous improvement of health and safety management.
· Complete mandatory health and safety training modules and any that are specific to your role.




Skills/Knowledge/Experience/Qualifications

Essential

· To be technically competent and be able to talk about subjects within your divisional area.
· Proficient writing, data handling and communication skills.
· Proficiency in general IT and Microsoft products (Teams, Outlook, Word, Excel).

Desirable 

· 1-2 years relevant work experience.
· Experience with Deltek Vantagepoint and/or Power Query and/or SQL (training will be provided)
· Degree or postgraduate degree in a relevant subject.

Our Values 
Our most important assets are our people who work here. We all work as one team and rely on each other. We wish to create a working environment to which our people are proud to belong, by maintaining our values at the forefront of everything we do. These values are:

· Integrity – We do the right thing
· Quality – Quality in everything
· People - We care
· Forward thinking – We focus on the future
· Positivity – We believe we can
· Fairness – We champion equality 

Our WOW Factor

When home became work, we learned that flexibility, understanding and balance allowed us all to move forward and grow together. So, no matter where you’re based, the hours you keep, the toddlers you have to entertain, or outside interests that help with your wellbeing we’re committed to our Ways of Working (WOW) with each other so we can continue to be our best.

You belong

We recognise that everyone’s story is different. The opportunities, experiences and challenges faced in life shape who we are, and we understand that these are the things that make us individual and unique. Embracing our differences means we’re able to approach what we do from every angle.
Inspiration and insight can come from anywhere, and no matter your history or choices in life, we empower our people to be their best, so we can be our best, together. We welcome the whole you.
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