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JoB description
	Position Title
	Retail Supervisor
	Department
	Retail

	Generic Job Title
	Supervisor
	Segment
	Healthcare

	Team Band
	X – Supervisor
	Location
	Central Manchester Foundation Trust

	Reports to
	Retail Manager
	Office / Unit name
	Retail


ORGANISATION StRUCTURE



Head of Talent

Job Purpose 
· To lead a team of Retail Service Assistants and ensure high standards of restaurant and retail services within designated locations on the site at all required times.
Accountabilities or “what you have to do”
· Good interpersonal skills at all levels

· Ability to be an effective team player

· Experience of supervising employees within a service environment and maximising the performance of the team

· Exchange information with Retail staff in relation to rotas, service and training matters.   This is to include :

· Ensuring staff know the daily service

· Daily Special promotions

· Presentation/Display of Stock items for Sale

· Pricing of all products

· Description of Products

· Ensuring correct uniform and friendly and courteous manner to customers

· Knowledge of work procedures, practices and equipment for retail service including :



· Ensuring staff observe strict security procedures when dealing with cash transactions
· Resolving staffing issues, reorganise service delivery at short notice to ensure standards are maintained.
· To compile and organise six monthly training sessions with staff to cover areas specified in Training Record Cards

· Organise a timetable of “on the job” training to cover all aspects of the job with a view to compiling work schedules

· Compile daily and weekly staff rotas and ensure that they are adhered to and the keeping of up to date staff holiday charts.

· Compile daily and weekly cleaning schedules and ensure that they are carried out by regular daily checks covering all areas.

· Safe use of all retail equipment

· Provide retail service to patients, visitors and clients in accordance with agreed specification to achieve high standard of service

· Ensure that all statutory regulations regarding safety, fire and hygiene are compiled along with any Trust specific codes of practice

· Ensure the relevant bookkeeping and Quality & Monitoring systems are completed to the specified standard, in particular wages, labour and income control and raw material control

· Report and record any mechanical or electrical defects and the need for repair

· Ensure compliance with cash handling procedures and be accountable for the accuracy of the cash takings.

· Check and be responsible for the receiving and storing of all purchases and overall security of staff during working hours on duty.

· Ensure safe use of a range of equipment and appliances

· Daily responsibility for leading a team in the retail function.

· Day to day supervision responsibility for the retail staff including training, appraisal, first line disciplinary and absence action.

· Participate in the training and in the induction of new staff, attending training and development events in support of the role.

· Report accidents or injuries in accordance with company procedures

· Responsibility for Information Resources

· Complete monitoring as required throughout all areas of responsibility

· Monitor and maintain accurate records in accordance with company procedures.

· Carry out routine Quality Control Audits and measure customer satisfaction levels of each aspect of the Retail Services.

· Participate in Staff surveys as required.

· Take appropriate action to ensure operation to all health, hygiene and food  preparation and service procedures referring to line manager as necessary.

· Ensure all services are directed and provided within the laid down operational procedures in particular being “hands on” at peak service periods.

· Walking around the site, sitting at a computer, standing.  Some manual handling of stores and equipment.

· Concentration required when checking stores and equipment, completing forms, using machinery, compiling rotas, completing audits

· Carrying out informal counselling and appraisals for staff.

· Impart news regarding performance or operational issues to staff

· Be able to work under pressure and be flexible, including work at weekends and bank holidays.

· Working in an in closed  location

· Long periods of standing

· To take every reasonable opportunity to maintain and improve your professional knowledge and competence

· To participate in personal objective setting and review, including the creation of a personal development plan 

· Managers who have responsibility for supervising/managing people must comply with the guidelines that can be found in the “Code of Conduct for NHS Managers”

· The principles of “Improving Working Lives” must be upheld at all times 

· To take reasonable care for your own Health and Safety and that of any other person who may be affected by your acts or omissions at work  

· To co-operate with the Manchester Central Hospitals Trust in ensuring that statutory regulations, codes of practice, local policies and departmental health and safety rules are adhered to

· To ensure that confidentiality is maintained at all time
· To promote equality and diversity in your working life ensuring that all the staff and patients who you work with feel valued and treated in a fair and equitable manner

· Infection Control is everyone’s responsibility. All staff, both clinical and non-clinical, are required to adhere to the Trusts’ Infection Prevention and Control Policies and make every effort to maintain high standards of infection control at all times thereby reducing the burden of Healthcare Associated Infections including MRSA.

· All staff employed at the Manchester Central Hospitals Trust have the following key responsibilities:
· Staff must wash their hands or use alcohol gel on entry and exit from all clinical areas and between each patient contact.
· Staff members have a duty to attend mandatory infection control training provided for them by the Trust.
· Staff members who develop recurrent skin and soft tissue infections and other infections that may be transmittable to patients have a duty to contact Occupational Health.

Key Performance Indicators (KPIs) or “What it will look like when you are doing the job well”
· Staff fully trained to meet the demands of their duties
· Client Confidence with all services being provided
· Undertake regular and effective promotions for all nominated dates/periods
Dimensions
	Financial
	

	Other
	


Skills, Knowledge and Experience
Essential

· Retail Experience
· Supervisory Experience

· Customer Focused

· Excellent Time management
· Self-Motivated and innovative 

· Ability to work effectively as part of a team

· Flexible approach to the role

· Ability to work well under pressure

Desirable

· Computer Literacy
· Experience of working within a healthcare establishment

· Previous Catering experience
· In depth knowledge of food safety regulations

· Basic Food Hygiene Certificate

· Manual Handling Certificate

Contextual or other information

· This job description is intended to give the post holder an appreciation of the role envisaged and the range of duties and responsibilities to be undertaken.  It does not attempt to detail every activity. Specific tasks and objectives will be agreed with the post holder at regular intervals.  The post holder will be required at all times to perform any other reasonable task, as requested by the Line Manager in order to meet the operational needs of the business

	Version
	1
	Date
	06/05/2015

	Document owner
	James Power, Retail Manager


[image: image1.wmf][image: image2.png]


[image: image3.jpg]


[image: image4.wmf]
on-site services





Retail Manager





Retail Supervisor





Retail Service Assistants
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