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Job Description: Sodexo Live!Draft.  Version:  27-03-2014

	Function:
	Logistics Department

	Position:  
	Logistics Assistant

	Job holder:
	

	Date (in job since):
	

	Immediate manager 
(N+1 Job title and name):
	Logistics Manager, Ascot Racecourse

	Additional reporting line to:
	Head of Soft Services & Operational Leads

	Position location:
	Ascot Racecourse



	1. Purpose of the role & who you will work with

	· To ensure smooth, efficient running of the set up and breakdown of all race day and events activity whilst adhering to the Standard Operating Procedures
· To maintain a high standard of housekeeping in both back and front of house areas at all times 
· Provide a professional, courteous, helpful service to both internal and external clients
· Provide logistic support to other departments as required
· Support operational teams as required
· Work as part of the broader logistics team and support casual workforce and give clear instructions if asked to supervise them
· Support cellar or culinary teams, as required 



	2. Dimensions 

	2026  
	· £34m Turnover



	3. Organization chart 

	






	4. Context 

	· Ensures all areas are set to plan in a timely and efficient manner
· Anticipate, recognise and respond to client and customer expectations and needs by tailoring solutions to deliver a best quality service
· Delivers work of the highest standard and meets all deadlines 
· Understand and deliver to the requirements of the Standard Operating Procedures as applicable to the role
· Build trust and support of others by ensuring communications are timely, accurate and honest
· Treats others with respect and dignity, demonstrating sensitivity for the values, views and needs of others
· Effectively work alone and as part of a team
· Able to think on feet, deal with challenging situations, take responsibility for problems as they arise and act decisively
· Respond to feedback in a positive and proactive manner




	5. Role Accountabilities

	
Logistics portering and resources:
· To ensure efficient delivery of logistics support to meet the business requirements and efficiently support the sites’ operational teams 
· Refer to the daily jobs list of logistic based tasks that need to be completed and to also complete ad-hoc tasks as requested
· Always be proactive in terms of the tasks required for the day/ week and in the absence of the daily jobs list
· Support the planning and organisation of back-of-house services, including the preparation of all areas for all race meetings and events
· Ensure that all equipment belonging to operational teams is correctly cleaned, maintained and stored in the relevant locations and that items are all secured when not in use
· Facilitate requests to use equipment across site as agreed with the Operational Managers ensuring that documentation is completed for the issue and return of such items
· Coordinate the movement of equipment such as (but not limited to) furniture, signage, kit, crockery, recycling bins, cleaning goods, linen across site for all operational departments and ensure that all equipment is returned and correctly stored after an event
· Ensure regular stock takes are undertaken on all operational equipment, disposables and linen noting any shortfall, broken equipment or items to replace and submitting this information to the Logistics or Operational Managers and facilities team
· Receive deliveries to site, checking against the delivery note and reporting any discrepancies on the delivery note before then submitting the note to the Operational Managers





· Ensure any hired kit is transported and stored to minimise damage or risk of loss
· Support the cellar management team, as required

Client relations:
· To ensure client relationships are maintained at all times, including all internal departments for both Sodexo and Ascot Racecourse Ltd, in addition to external clients and contractors

Health, safety & security:

· Ensure that non-public areas are kept clean, presentable and safe including all equipment rooms and storage cupboards 
· Being responsible on a daily basis for maintaining high housekeeping standards in the Pavilion building, outside of race days
· Ensure that all back of house areas and equipment used for events are thoroughly cleaned according to standard operating checklists and reset at the end of each event
· Ensure the correct effective disposal of refuse and handling of glass bottles is managed
· Maintain and promote high standards of hygiene and safe working practices in the kitchen and ancillary areas in accordance with the specifications laid down by the Company and Standard Operating Procedures
· In addition to event specific opening and closing checklists, ensure that all daily, weekly, monthly cleaning checklists for Front and Back of House areas are completed and issued to the Logistics Managers for auditing 
· Ensure that appropriate levels of cleaning items, equipment and bins are always in situ
· Adhere to correct storing and use of chemical products in accordance with the company COSHH regulations
· Ensure that Sodexo/ARL signing in and out procedures are adhered to at all times and prior to leaving at the end of the day, there is communication with the operational teams to check all duties are fulfilled
· Adhere to and implement Sodexo’s Health & Safety policy and procedures
· Take a proactive approach to reporting any maintenance issues to Ascot Facilities and ensure that any faulty  items are logged and communicated to the operational teams
· Ensure that all accidents, incidents, near misses, fire, theft, loss, damage, unfit food or other irregularities are promptly reported in accordance with company policy and appropriate action taken
· Ensure that all such instances are communicated to the Logistics Manager

General:
· Use radio on daily basis for communication purposes and to comply with any radio usage policy/ guidelines
· Appear neat and tidy at all times, complying with any uniform/ health and safety clothing policies and ensuring high standards of personal hygiene
· Maintain a focus at work and that any deviation to handle personal issues outside of nominated breaks are minimised
· Maintain good working relationships with all persons associated with Sodexo/ARL, demonstrating at all times a high standard of professionalism





· When working as part of a team, demonstrate a positive, flexible approach to instruction and to also demonstrate this same approach when tasked with supervising a team ensuring excellent communication and high standards are maintained
· When required, guide casual workers to ensure all activities are completed in a safe and efficient manner
· Attend meetings and briefings as required by the Logistics Manager
· Attend all training sessions as required by the Logistics Manager




	6. Skills & Experience You Can Bring

	Essential
· Excellent listening and verbal ability 
· Can follow both verbal and written instructions without missing crucial detail
· Good time management
· Flexible approach to working hours
· Professional and courteous manner
· Basic knowledge of health and safety and hygiene issues
· Ability to learn
· To be able to motivate yourself for the duration of your shift
· Ability to work within a team and support a strong team ethic
· Good working knowledge of a banqueting and events 
· Experience of delivering excellent customer service 
· Hold a full UK licence and have own transport

Desirable
· Fork-lift Licence
· First Aid qualification
· Manual handling training

	7. Management Approval 

	Version: 1.0                                       Date: 11/03/2026                                     Document Owner: Simon Clayton / Caroline Hawkins

	8. Employee Approval 

	Employee Signature:                                                                                         Date:





Head of Soft Services


HSEQ Manager


Waste and Cleaning Supervisor


Waste Supervisor


Logistics Manager


Cleaning Operatives


Logistics Supervisor


Logistics Assistant


Logistics Assistant
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