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	Function:
	Digital Intelligence Hub (DIH)

	Position:  
	DIH Planner/ Scheduler

	Immediate manager 
(N+1 Job title and name):
	Team Leader (Planner/Schedulers)

	Additional reporting line to:
	Operations Manager 

	Position location:
	DIH Salford (with occasional travel)

	




	1. Purpose of the Job – State concisely the aim of the job.  

	The DIH Planner/Scheduler will plan and schedule Planned Preventative Maintenance (PPM) and Reactive Maintenance (RM) for Technical Maintenance and Planned and Reactive work for Soft Services. 
Working with Accounts and Vendors facilitate the efficient delivery and co-ordination of each work order from the point generated to closure, engaging with those same stakeholders and internally to ensure the correct processes are used to support and add value to the service. 

	




	2. 	Dimensions – Point out the main figures / indicators to give some insight on the “volumes” managed by the position and/or the activity of the Department.

	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 
	· Staff: N/A
· Financial: N/A
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	3. 	Organisation chart – Indicate schematically the position of the job within the organisation. It is sufficient to indicate one hierarchical level above (including possible functional boss) and, if applicable, one below the position. In the horizontal direction, the other jobs reporting to the same superior should be indicated.

	









	[bookmark: _Int_lfWpYHK4]4. Context and main issues – Describe the most difficult types of problems the jobholder has to face (internal or external to Sodexo) and/or the regulations, guidelines, practices that are to be adhered to.

	· Plan and Schedule PPM and RM work to Site Delivery Teams, and Third-Party Suppliers.
· Proactively manage all types of work order from generation to closure.
· [bookmark: _Int_HBVAewSy]Build and Develop strong relationships with key stakeholders
· Adhere to the agreed processes for work order management, managing Quotations, raising Purchase Orders and Health and Safety etc. 
· Ask the right questions for each call, to log the correct information, not just follow scripts. 
· Use the various FM and Finance systems deployed to support work delivery and reporting, e.g. Global Maximo, SAP etc. 



	[bookmark: _Int_l2TpXAr4]5.  Main assignments – Indicate the main activities / duties to be conducted in the job.

	· [bookmark: _Int_3uHlrNsx]Ensure all work order information is accurately recorded in the required system for work competed by Site Delivery Teams and Third Party Suppliers, escalate any non-compliance which represents a risk to the appropriate people.
· Monitoring performance of contractual KPIs and SLAs, highlighting any risk of failure throughout the month to the Account Team.
· Build effective relationships with key Stakeholders on-site, understand site requirements and specifications.
· Take a proactive approach using the business processes in place to manage work orders through to closure, managing risk, adding value to key stakeholders, and taking responsibility. 
· Respond in a timely manner and in line with stakeholder expectations/agreements to questions and requests 
· To achieve a high degree of Customer and Supplier satisfaction, using logical problem solving, attention to detail, acting professionally and applying common sense to requests for assistance, and ensuring that identified criteria are escalated in accordance with procedures. 
· Support Continuous Improvement of both the team and as an individual, attend training and coaching sessions and incorporate any changes necessary in duties, methods, working hours and procedures, identify any potential areas of improvement to DIH team leader.
· Ensure adherence to the health, safety, environmental and quality standards, policies, and procedures.
· Where required and requested to do so, update PPM schedules and ensure compliance with mandatory and statutory regulations.




	6. Accountabilities – Give the 3 to 5 key outputs of the position vis-à-vis the organization; they should focus on end results, not duties or activities.

	· [bookmark: _Int_cE4cgnSM]Ensure that all works are planned and scheduled for delivery in alignment with contract, legal requirements and compliant with Sodexo policy and procedures.
· Lead regular meetings with the Account team where performance, risk, value and opportunities are formally reported and recorded.
· Work with and collaborate to build effective relationships with key stakeholders (Account Mgmt. and Site Delivery Team)
· Work orders are monitored from generation to closure, and effective processes are in place to highlight any risk and to escalate in accordance with contractual and local agreements.
· Reporting provides indicators against contractual performance, resource management, risk, and value.













	7.  Person Specification – Indicate the skills, knowledge, and experience that the job holder should require to conduct the role effectively

	· Excellent communication skills - written and verbal.
· Ability to follow policy and process
· A minimum of 2 years Customer Service experience (preferably in a Call Center environment) - Desirable
· [bookmark: _Int_lk7SFKf0]Intermediate computer skills in MS Office – e.g. Word, Excel.
· Prior knowledge and skills in utilizing CMMS applications - especially work planning and scheduling functionalities.
· Have a good understanding of reactive and planned maintenance works, to enable planning of works within SLAs (Service Level Agreements) / KPIs (Key Performance Indicators).
· Must be a Team Player
· Relationship building and influencing capabilities.
· Exceptional attention to detail with the ability to prioritize and execute a diverse workload in a high-pressure environment.
· Ability to deliver exceptional customer service (internal and external).
· Tertiary qualifications in Business Administration / Property / Facilities Management or related discipline would be highly advantageous (although not mandatory).
· Previous experience in working with Third Party Vendors would also be advantageous (although not mandatory).
· Self-motivated, confident, honest, and flexible, with a professional work ethic.
· Adaptable to change.
· Demonstrates our Sodexo values and behaviours.
· A strong commitment to Zero Harm and a strong safety culture.
· Prior experience in quote management - Desirable




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

	
	· Growth, Client & Customer Satisfaction / Quality of Services provided
	· Analysis and Decision Making

	· Rigorous Management of Results
	· Planning and Organising

	· Brand Notoriety
	· Industry Acumen

	· Commercial Awareness
	· Innovation and Change 

	· Learning & Development
	






	9.  Management Approval – To be completed by document owner

	
	Version
	3
	Date
	15 April 24

	Document Owner
	Claire Savage






Team Leader (Planner/Schedulers)


DIH Planner/Scheduler


DIH Operations Manager
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