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Regional Business Support Manager
Independents by Sodexo - Scotland






































































	Function:
	Operations

	Position:  
	Account Support Manager

	Job holder:
	

	Date (in job since):
	

	Immediate manager 
(N+1 Job title and name):
	Ammanda Vettese – Senior Account Manager

	Additional reporting line to:
	

	Position location:
	Scotland

	




	1.  Purpose of the Job 

	
Act as a senior representative of Sodexo within Independents by Sodexo – Scotland to ensure that all sites deliver both qualitative and quantitative results, to be achieved by supporting the senior account manager in the delivery of:

· Supporting Long term profitable relationships and negotiating client contracts to increase new business opportunities by delivering operational excellence

· Providing direction and expertise to the business area by promoting Sodexo strategies and best business practices in order to uphold the Company mission and values

· Motivating and leading high performing teams 

· Supporting the operational activities and provide on-site cover where necessary



	[bookmark: _Hlk114141570]5.  2.  Main assignments 

	· Drive innovation and continuous improvement across people, systems, processes, and services. 

· Build strong relationships with clients and stakeholders to promote a positive company image. 

· Maintain high standards in all work, including correspondence, reports, and projects, delivered accurately and on time. 

· Communicate new procedures and initiatives to ensure best practice across the district. Including leading coordination of district projects such as Drive, Marketing initiatives,  WFM Pro.

· Champion Health & Safety and foster a strong safety culture. 

· Support business managers to manage HR processes, including recruitment, performance, absence, and consultation, in line with Sodexo policies. 

· Process pay adjustments in line with policies and budget constraints when required. 

· Provide operational cover on-site if needed (to cover absence). 

· Support employee engagement, ensuring staff feel valued and motivated using Sodexo systems and tools. 

· Ensure compliance with Sodexo procedures, SLAs, and legal requirements, including Health & Safety.
 
· Manage stock and equipment levels to meet service delivery within budget. 

· Work flexibly, including occasional weekends. 

· Understand client needs and deliver services that exceed expectations. 

· Maintain service levels and complete administrative tasks to the highest standard.

· Deliver training and engagement sessions to employees.



	2.  3.  Context and main issues

	· Support the consistent delivery of all Sodexo service lines within contractual agreements. 

· Support  employee recruitment and retention to maintain a high-performing team. 

· Ensure full compliance with legislative and regulatory requirements for schools, including safeguarding (PVG checks) and food safety standards such as allergen management. 

· Travel regularly across Scotland, primarily Edinburgh, Perth, St Andrews  and Ayrshire, with occasional additional locations and limited UK travel (approximately once per year). 

· Champion the Independents by Sodexo Fresh Food From Scratch philosophy in all operations. 

· Demonstrate flexibility with working hours, including occasional evenings and weekends as required.



	4.  Accountabilities

	· Assist the Senior Account Manager with operational requirements to ensure smooth delivery of services.

· Promote and embed a strong safety culture, ensuring effective implementation of policies, procedures, and responsibilities.

· Monitor and review service delivery to maintain contractual compliance and achieve service excellence.

· Build and nurture client relationships to maintain stability and drive growth opportunities.

· Ensure safeguarding compliance, working with Sodexo subject matter experts and adhering to all legislative requirements.

· Support Managers with ad-hoc client requests, projects, and reporting.

· Coordinate internally with marketing, finance, and operations teams to deliver aligned outcomes.

· Assist with mobilisations, including attending site meetings and organising employee events such as training and inductions.

· Deputising on behalf of the senior account manager when required




	2. 5. Dimensions 

	
· Current number of employees: 120

· Number of site locations:Edinburgh, Perth, St Andrews & Ayr




	6. Job profile 

	
· Catering experience essential

· Excellent people skills – the ability to lead, motivate and inspire team members over multi-sites
 
· Exellent client relationship management

· Confident presentation skills 

· Ability to prioritise, work to tight deadlines, both prescribed and self-imposed

· Ability to establish and maintain good working relationships at all levels

· Competent and able to use a range of IT and technologically applications and systems, i.e. Microsoft office suites, other IT systems

· Strong attention to detail





	2. 7.  Organization chart 
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Culinary Director 


Page 1 of 132

[image: SHGR_LOGO_RGB]
	
Project subject to social procedures and Sodexo Governance – Draft – Strictly Confidential

	
Document Owner: HR




	
Sodexo Job Description
JD.MG.001
	JD Account Support Manager
	Document Owner: A Vettese
	January 2026
	Page 1 of 2


	

image2.png




image3.wmf

