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	Function:
	Independent schools

	Job:  
	Shift Manager  

	Position:  
	Shift Manager

	Job holder:
	

	Date (in job since):
	

	Immediate manager:
	Assistant Managers  

	Additional reporting line to:
	Louise Caines Deputy Catering Manager / Julie Linzell, Contract Director 

	Position location:
	Clifton College

	


	1.  Purpose of the Job 

	· Assisting with the running of the catering department through managing the staff and day to day up keep. 
· To provide an efficient and friendly service to customers/clients in accordance with Sodexo/ Clifton college standards

	


	2. 	Dimensions 

	Revenue FY13:
	€tbc
	EBIT growth:
	tbc
	Growth type:
	n/a
	Outsourcing rate:
	n/a
	Region  Workforce
	tbc

	
	
	EBIT margin:
	tbc
	
	
	
	
	
	

	
	
	Net income growth:
	tbc
	
	
	Outsourcing growth rate:
	n/a
	HR in Region 
	tbc

	
	
	Cash conversion:
	tbc
	
	
	
	
	
	

	Characteristics 
	· Add point


Draft.  Version:  27-03-2014

	3. 	Organisation chart 

	













	4.  Main Responsibilities and Duties of the Role

	

· To support the duty managers with operational duties
· To delegate jobs to staff and ensure they are properly completed.
· To support with the organisation and training of staff as required, including new staff starters. 
· To look for ways to make any area in the department more efficient.
· To ensure all equipment is maintained and in good condition before use.
· Ensure all staff are carrying out their work and checking work has been completed.  
· To constantly  look for new ideas to improve the services offered by the catering department 
· To ensure COSHH procedures are followed and maintained.
· To liaise and support other managers and staff within the department.
· To manage the department where necessary and follow opening and closing procedure as required. To lock up department when required..
· To be flexible with working hours depending on business needs.  
· To make sure you are aware of, and meet the legal and college requirements for Fire, food safety, Health and Hygiene
· To report any Health and Safety issues to your line manager including any accidents and near misses
· To promote good safety habits and methods of work
· To comply with company procedures relating to cash handling and security reporting any issues 
· To attend training sessions and staff meetings.
· To communicate with the staff in the kitchen and at front of house. 
· To undertake any reasonable requests by Management.

IRREGULAR DUTIES:
· To assist with other areas of the catering and hospitality service when required. 






	6.  Accountabilities 

	· To be smartly dressed wearing provided company uniform, polite, professional and friendly at all times, with customers, clients & colleagues. To follow all personal hygiene rules and lead by example. 
· To ensure the highest level of customer care is adhered to at all times
· To demonstrate a can – do attitude towards individual customer requests and strive to exceed customer expectations
· To acquire a good knowledge of all products and services in order to be able to advise individual customers on their product choice
· To actively gain feedback, passing on comments gained to your line manager
· To ensure any job asked is performed and completed to the best of your ability. 













	7.  Person Specification 

	
· Previous experience of managing or supervising staff 
· Computer skills 
· Good verbal and written communication 
· Proactive and motivational 
· Good at problem solving
· Able to deal with difficult situations 
· Implementing training 
· Developing team members
· Follow Health & Safety regulations and implement with staff
· To follow set policies and procedures in line with company guidelines 
· Ability to  communicate effectively with customers, clients, and College staff
· Ability to work well under pressure
· Ability to work effectively as part of a team or individually as needed
· Positive approach to learning in role
· Self-motivated.
· Driving Licence (for at least 12 months) is preferred but not essential 





	8.  Competencies 

	
	Growth, Client & Customer Satisfaction / Quality of Services provided
	Leadership & People Management

	Employee Engagement
	

	Learning & Development
	

	
	






	9.  Management Approval 

	
	Version
	1
	Date
	18/09/18

	Document Owner
	






	10.  Employee Approval 

	
	Employee Name
	
	Date
	








Deputy Catering Manager
Contract Director




Assistant  Managers


Shift Manager
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