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Job Description: 
Procurement Supervisor  







	Function:
	Defence & Government Services

	Generic job:  
	

	Position:  
	Procurement Supervisor 

	Job holder:
	

	Date (in job since):
	

	Immediate manager 
(N+1 Job title and name):
	Logistic Services Manager  

	Additional reporting line to:
	Soft Services Operation Manager 

	Position location:
	Colchester PFI – ASU

	


	1.  Purpose of the job 

	Day to Day supervision of a team of 9 in the delivery of services supporting the MOD Defence Stores Accommodation (DAS) furniture provision within the operational business area, ensuring:

· Standards of service detailed in the service level agreement, KPIs and within the schedules of the contractual terms and conditions are achieved, maintained and developed for assigned operational business area.
· Deliver contracted output via both Sodexo and MOD IT operational systems. 
· Provide cover for the PFI Supervisor area of responsibility during periods of absence.


	


	2. 	Dimensions 

	· Comply with all Sodexo Company & Legislative compliance as well as associated MOD related regulations and policies
· Support the successful passing of all internal and external audits/inspections.
· Support with the completion of team Huddles, company training requirements and improved employee engagement levels. 




	3. 	Organisation chart 

	







	4. Context and main issues 

	· Comply with all legislative requirements.
· Adhere to any local client site rules and regulations.
· Role model safe behaviour.
· Travel and overnight stay may be required to undertake training and other business requirements.
· Unsociable hours in line with business requirements maybe required from time to time specifically aligned to MOD operational requirements.
· Effective cooperative working with the Authority customers is essential.  
· Ensure all practices are in line with Sodexo policies and procedures and those set out within Health and Safety and Welfare guidelines/legislation. 
· To act as a department Subject Matter Expert (SME) where appropriate in supporting the Single and Married element of the Defence Accommodations Store (DAS) provision to the customer.



	5.  Main assignments 

	
· Daily supervision of the DAS team and all associated tasking.
· Supervise the MIS reporting process in supporting management and higher formation against a number of preload management report and returns. 
· Responsible for the daily management on Kronos and management of staff absences, lateness and holidays.
· Responsible for the provision and procurement of DAS stores including orthopaedic furniture. 
· To control and account for all DAS stores on the AES system.
· Procuring DAS furniture on the MOD accounting system Contract, Purchasing and Finance (CP&F).
· Procuring DAS furniture not supported by CP&F using the Electronic Procurement Card. (ePC) 
· Daily management of DAS stores being delivered and collected from Service Family Accommodation.
· Management of the DAS budget on behalf of DIO Accommodations and the MoD, producing a monthly accrual expenditure return to DIO Accommodation.  
· Responsible for ensuring the availability and serviceability of all DAS furniture. 
· To maintain excellent client/customer relationships.
· To attend and deliver team briefs, huddles and meetings as required.
· To maintain professional work standards at all times.
· To care for all Company and Authority used equipment and ensure that any faults are reported to management. 
· To ensure daily standards of service in assigned operational area, as detailed in the service level agreement, within the schedules of the contractual terms and conditions and in line with applicable Sodexo service offer standards are achieved, maintained and developed.
· To contribute to the growth of services in order to meet client and commercial expectations whilst maintaining strict budgetary control in line with client and Sodexo expectations.
· To continually monitor all Health and Safety standards in all service operations and ensure they are maintained at the required level.
· To reporting unsafe behaviours, near misses and accidents/incidents to management in a timely manner to support our ‘Zero Harm’ culture.
· Develop and maintain a positive internal and external network (both Sodexo and MoD). 
· Continued professional learning and development in soft FM services.
· Act as the nominated persons deputy with regards the maintenance of buildings D11.
· Support in the successful passing of all internal and external audits
· To carry out any other reasonable tasks and/or instructions as directed by management.






	6.  Accountabilities

	Leadership and people
· The role holder will role model the company values and ensure they are reinforced at every opportunity. The role holder will provide guidance and direction on all aspects of the assigned operational business area, ensuring assigned employees deliver on business objectives. The role holder will lead by example and champion effective communication. 

Risk, governance and compliance
· The role holder is answerable for compliance and understanding of all unit risk within their assigned operational area. The role holder must ensure processes are fully applied, complied with and adhered to within assigned operational business area.  

Relationship management client and team
· The role holder is responsible for managing client and customer relationships and developing and maintaining strong business relationships. The role holder must seek to understand the client’s business environment and drivers, developing and maintaining strong relationships and establishing a network of client contacts. 

Operational management
· The role holder will be required to support the operational business area manager in delivering compliance with legal, regulatory and company requirements. The role holder will support in the areas of continuous improvements, taking corrective action where necessary and informing their line manager of performance issues. The role holder will ensure robust health and safety procedures are applied, reviewed and reported on a regular basis. The role holder will resolve daily operational issues within their assigned area and, in rotation with other site department managers, deputise when the services manager is not available.

Service excellence
· The role holder will be supportive in driving all aspects of service excellence across their operational business area including brand integrity, quality, compliance, Sodexo’s corporate social responsibility and service standards. The role holder will ensure that work is appropriately recognised and expected standards ensuring the offer is meeting the customer’s needs through full and correct use of company and authority tools. 

Continuous development
· The role holder will be responsible for supporting the continual development and improvement of on-site services, resulting in improved services, increased sales and reduced costs. The role holder will also continually monitor financial performance (e.g. supply chains, sales, labour, expenses, internal issues) to ensure that the budget figures are maintained and improved. 



	7.  Person Specification 

	Essential:
· Knowledge of working in a supervisory role within a warehouse environment and/or the soft FM service industry.
· People management skills including low level training and managing employee performance including unauthorised absences and minor disciplinary and grievance procedures.
· Practical numerical, interpersonal and communication skills, must be able to demonstrate effective verbal and written communication. 
· Working knowledge of Health, Safety and Welfare in the workplace.
· Able to work on own initiative within a team environment.
· Able to demonstrate a working knowledge of MS Office (Word, Excel and Outlook).
· Able to demonstrate attention to detail and adherence to standards. 
· Must be able to demonstrate the ability to communicate effectively both verbally and in writing.
· Must be customer service focussed.  

Desirable:
· Previous experience in effectively managing in a similar role.
· Health and Safety qualification equivalent to IOSH managing safely.
· Proven experience of managing client relationships in a warehouse environment.
· Proven track record of leading, managing and developing a team.




	8.  Competencies – Indicate which of the Sodexo core competencies and any professional competencies that the role requires

	
	Growth, client and customer satisfaction, quality of services provided
	Industry acumen

	Rigorous management of results
	Analysis and decision making

	Leadership and people management
	Planning and organising

	Innovation and change
	

	Brand notoriety
	






	9.  Management Approval – To be completed by document owner

	
	Version
	2
	Date
	 Jan 23

	Document Owner
	Sam Prime  






	10. Acknowledgment – To be signed by the job holder

Additional responsibilities or ad hoc duties may be required from time to time. Where additional or ad hoc duties become a significant part of the job, a new job description will be agreed.

This document has been agreed by the jobholder.

Name…………………………………………………….

Signature……………………………………………..

Date…………………………………………………...





Logistic Services 
 Manager


PFI Furniture Supervisor  


 Procurement Supervisor


DAS Team


PFI Team
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