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	Job Description
Mobile Soft Services Supervisor








	Function 
	Government Agencies

	Position 
	Mobile Soft Services Supervisor

	Job Holder
	

	Date (in job since)
	

	Immediate manager
	Regional Services Manager 

	Additional reporting line
	Regional Business Manager

	Position location 
	No Fixed Location 




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

	· To supervise the day-to-day operations and organisation of the cleaning service line.
· To support line managers in all areas as required and deputising as requested during any absence periods.
· To ensure that all areas are monitored and maintained in accordance with HSWA, COSHH, Sodexo procedures and codes of conduct specific for contract.
· Complete and assist with any audits as specified by line manager.
· To always maintain good standards, lead by example and always ensure the 3 checks for safety are followed by all.
· To follow all company policies and procedures in relation to driving and upkeep of company vehicle.
· To report any near miss occurrences, accidents, or faulty equipment to management immediately. 
· To ensure effective communication with line manager, team, customer, and client organisation.
· To support the management of rota’s effectively, ensuring that all shifts are covered and any issues regarding attendance are escalated. 
· To complete stock orders as and when necessary. 
· To supervise the team fairly, administer training and drive engagement, encouraging use of available platforms whilst promoting and supporting local and contract wide initiatives. 
· Manage waste in line with procedures and sustainability initiatives/targets.  
· To support with Recruitment, Vetting, Induction Training and Development of new starters
· To be an ambassador for Sodexo by ensuring positive behaviours, high standard of personal appearance and exceptional service delivery whilst carrying out your duties. 
· 


Additional Ad-hoc Duties:
· Deputise in Managers Absence.
· Complete Safety Walks at Site to minimum level. 
· Any reasonable Management requests.
· Support in any mobilisations of new sites or projects. 
· The job holder will be a role model for the company’s values and ensure they are reinforced at every opportunity. The role holder will support their line manager to drive employee engagement and team performance. This will include effective communication and the application of Sodexo HR policies and procedures as directed by their line manager.
· The role holder will ensure that these processes are fully applied, complied with, and adhered to within their assigned operational business area. 
· The role holder is required to contribute to the financial performance of their business area. This is achieved through effective control of all equipment and supplies as well as payroll.
· The role holder is responsible for developing and maintaining good business relationships with clients and customers. The role holder must seek to resolve any concerns or complaints raised and escalate to their line manager as appropriate.
· The role holder will be responsible for overseeing their assigned operational business area and managing compliance. 
· The role holder will be responsible for driving all aspects of service excellence across their operational business area including brand integrity, quality, compliance, Sodexo’s corporate social responsibility and service standards. The role holder will ensure that work is appropriately recognised.
· The role holder should look for improvements and efficiencies at every opportunity to increase sales and/or reduce costs. These should be reviewed with their line manager to establish feasibility and create a plan of action.

	2.  Main assignments – Indicate the main activities / duties to be conducted in the job.

	· To visit and support multiple sites daily within the region and to cover any annual leave.
· Work to a pre-arranged schedule of sites but be flexible where required to make sure all sites and contract requirements are fulfilled. 
· Plan, schedule and organise rotas and cover.
· Roll out and train any existing staff or new starters including inductions, vetting and further training. Keep all records of training up to date and in line with the current curriculum. 
· You will be responsible for conducting all your activities, including driving in a safe manner, by always wearing all required PPE, following all Sodexo policies and procedures.
· Deliver exceptional customer service to every site and maintain standards while colleagues are on leave.
· Monitor sites performance in relation to stock, PPE, standards and procedures and report back any failings. The role holder will be involved in the routine audits at sites and making sure they are pass ready. Ensure all paperwork is up to date and ready.
· Report any non-compliance issues to line managers in a timely manner.
· Complete daily vehicle checks and logs.
· Support the mobile teams in the training and development.
· Deputise when your line manager is in meetings or on leave and be the first point of contact for issues on the area for the front-line team.
· Report any issues and work closely with your line manager to deliver exceptional standards daily.


	3. 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.


· Ensure legislative requirements, local client site rules, regulations, and Sodexo policies/procedures are adhered to across the account. 
· Effective collaborative working with Sodexo external partners, MOJ and Probation Service (HMPPS) employees and MOJ consumers and personnel. 
· Flexibility on work schedule and location, with flexibility around hours of work, including some overnight stays that may be required to meet business needs and as appropriate.

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


· Communication - All issues are escalated with clear and concise communication to line manager. Working closely to make sure service is delivered daily to a high standard.
· Planning and organising – having exceptional planning and operational skills to make the most of the team and the resources.
· Working with Others/Teamwork – Working with a range of client staff from multiple teams as part of day-to-day operations.  To co-ordinate with all colleagues within the Sodexo and NPS/MoJ teams.  Excellent working relationship with all Sodexo Employees, with special focus on other cleaners on site to ensure the smooth running of the cleaning service.
· Service Excellence – be responsible for driving all aspects of service excellence within the operational role, including brand integrity, quality, compliance, Sodexo’s corporate social responsibility and service standards.  You will always be a brand ambassador and emulate Sodexo’s vision and values, including those of Better Tomorrow 2025, to maximize brand engagement and reputation amongst client staff, visitors, contractors, and members of the public.
· Continuous Development – you will undergo professional development within your role to further develop your skills and knowledge, including undertaking any necessary internal or external training as reasonably requested.

This list is not exhaustive and from time to time you may be asked to perform other reasonable duties commensurate with the role.
	5.  Job profile – Describe the qualifications (Education & experience), competencies and skills needed to succeed in the position.

	Essential:
· Demonstrate experience of working in a similar role within the service industry at a comparable level in a company
· Good knowledge of health and safety and COSHH regulations
· Must hold a full driving licence with 2 years minimum experience with no more than three points (manual).
· Must be flexible and be able to work mornings and evenings as required. 
· 
Contextual or other information:
· Travel and occasional overnight stays will be required.


	6. 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.  Please show the job titles not the actual people doing the role, i.e., Finance Manager, Project Manager.
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Job holder	Immediate Manager

General Service Manager / Regional Service Manager


Cleaning Supervisor


Mobile Cleaner
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