Q4 - Job Description Format
Using the job sheets provided, you need to investigate 3 roles within Tesco’s.  Your job description pages should be set out as follows – feel free to obtain pictures/graphics of the person/area of the store they work within to enhance your page.  

1. Job Title

2. Reporting to (i.e. who is their manager)

3. Department 

4. Key Responsibilities (bullet point)

5. Key Task and Duties(bullet point)

6. Job Security (explanation)

7. Decision making and problem solving capabilities i.e. the kinds of day to day problems they face and type of decision they have to make. 

8. Skills, personal qualities and qualifications (bullet point)

9. Pay and benefits
10. Working arrangements – permanent or temporary position, full time or part time, place of work (office, factory, shop floor), holiday entitlement.
Therefore it should like below:  

Job Description

Title: Senior Accountant

Responsible to: Accountants Manager

Responsible for: A team of other accountants

Function:

To be a key contributor to a team that ensures accounts are managed effectively.

Key Responsibilities:

_ Construction of the final accounts

_ Monitoring money and sales in the business

Duties:

_ Prepare foreign tax filings with advanced technical issues that are required as

part of Marriott’s consolidated income tax return

_ Review foreign tax filings prepared by staff

_ Correspond with local government tax authorities

_ Prepare quarterly deliverables to the corporate Tax department

_ Research international tax issues

_ Compliance with international tax treaties

_ Compliance with international cost share arrangement

_ Correspond with external advisors and hotel management

_ Interact with other Marriott departments

Working Arrangements:

Full time employee. At least 4 weeks holiday per year. May be required to work late on weekends and at the end of the financial year. This job is based in an office environment.

Pay and Benefits:

£25,000-£30,000 per yr. Marriott offers a benefits package which

includes:

_ Pension Scheme

_ Medical

_ Dental

_ Disability

_ Profit Sharing

_ Stock Purchase

_ Paid Time Off

_ Paid Holidays

_ Hotel Discounts

_ Meals at discounted prices

_ Use of Fitness Centre

Job Security:

This job holds high job security due to being in charge of other staff; also it is a permanent full-time job.

Qualifications:

Essential: 2 A Levels and GCSE’s (A-C) in 3 other subjects

BS/BA in Accounting, Finance, Economics or other business related discipline.

Desirable: International Business Exposure would be a plus.

Experience:

Minimum of two years of accounting, finance or similar experience

Special Skills:

_ Strong analytical skill with effective problem solving abilities.

_ Good organizational skills with the ability to undergo multiple tasks at once

_ Proficient with Microsoft office applications (Excel, Word, Outlook)

_ Strong oral and written skills

Personality:

_ Self starter with the ability to work in a multi-task environment

_ Sincere desire to be challenged to perform at the highest level in an environment

that rewards achievement

_ Team player

_ Able to work under-pressure and within time limits
