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Job Description
STORES OPERATIVE


	Function:
	

	Position:  
	Stores Operative

	Job holder:
	

	Date (in job since):
	

	Immediate manager 
(N+1 Job title and name):
	Cleaning Manager

	Additional reporting line to:
	

	Position location:
	Homerton Hospital

	

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

	
You will be trained in our operating standards to order, receive in and manage the various materials and equipment required for Sodexo standards required for the cleaning domestic services at Homerton Hospital. 





	[bookmark: _Hlk114141570]5.  2.  Main assignments – Indicate the main activities / duties to be conducted in the job.

	

· Check stock delivered against the delivery notes and systems and report any anomalies including amounts, issues with packaging etc. to your line manager immediately
· Report any missing deliveries to your line manager immediately
· Ensure stock ;   items are stored correctly and par levels are maintained  
· Ensure Goods in and outside areas are kept tidy and stock kept in designated areas
· Check systems for daily for tasks / items that need receipting  
· Make sure that all issues, wastage, and shortages are reported to your Manager immediately.
· To assist other areas of the business as and when required to ensure a ‘one team’
· Any other duties as deemed appropriate by the line manager or supervisor
· To report any incidents of accident, fire, theft, loss, damage, unfit products or other irregularities and to take appropriate action 
· To attend meetings and training courses as necessary 
· To provide cover during periods of absence and sickness
· Attend work in line with company’s personal hygiene policy, with a clean intact uniform.




	2.  3.  Context and main issues – Describe the most difficult types of problems the jobholder must face (internal or external to Sodexo) and/or the regulations, guidelines, practices that are to be adhered to.

	
· Maintain, by checking stock levels the required amount of stock
· Ensure that you can account for stock levels and you protect the company’s interests




	4.  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.

	
· Follow all company health and safety and mandatory training given to you. 
· To ensure a prompt delivery of all services in line with Sodexo and Trust standards 
· Attend work in line with company’s personal hygiene policy, with a clean intact uniform.
· Complete any reasonable requests by Sodexo management in the required time frame 
· To report any customer complaints or compliments to the relevant service manager and arrange for remedial action to be taken as soon as possible 
 





	5. Job profile – Describe the qualifications (Education & experience), competencies and skills needed to succeed in the position.


	Essential

· Must have a good level of communications skills
· Computer literate as systems training and daily use will be required
· Must demonstrate professional and respectful behaviors acting as an ambassador to Sodexo
· Ability to work under own initiative

Desirable

· Experience of stores work and stock management
· Knowledge of domestic services
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