[image: image5.png]


[image: image6.png]V%
sodexo

QUALITY OF LIFE SERVICES




[image: image7.png]HUNGER

2








JoB description
	Position Title
	Deputy Hotel Services Manager
	Department
	Hotel Services Department 

	Generic Job Title
	Deputy Hotel Services Manager
	Segment
	Healthcare

	Team Band
	A
	Location
	Wythenshawe, Manchester

	Reports to
	Kath Dennis; Hotel Services Manager
	Office / Unit name
	University Hospital of South Manchester


ORGANISATION StRUCTURE



Head of Talent




Job Purpose 
To deputise for and support the Hotel Services Manager.  To assist in the management of the Hotel Services Department in the delivery of food preparation and meal service and the provision of a domestic cleaning service.

Accountabilities or “what you have to do”
· To focus on performance in terms of standards of Food Hygiene, Health & Safety and cleanliness.

· To liaise regularly with Heads of Departments, Trust Managers and Ward Sisters, Matrons and all other service users.

· To manage and direct Supervisors on a daily basis.
· To regularly review work schedules and monitor all cleaning activities.

· To carry out risk assessments and safe systems of work periodically or as and when required.

· To manage the preparation and opening of new builds and refurbished areas prior to areas becoming operational.

· To report any structural, mechanical defects, pest sightings or building environment faults to the Estates and Works department.
· To assist the Hotel Services Manager in the budgetary control of the department in terms of overtime, cleaning materials and disposables.
· To assist in recruitment, interview, control and discipline staff according to the needs of the unit and within the procedure laid down by the Company.  To maintain accurate and up-to-date personnel records for all staff as laid down in the Unit Personnel Manual.  To keep records of any disciplinary issues and keep the Hotel Services Manager and People Centre informed of these.
· To ensure all new staff are given a thorough induction into their job, the unit and the Company.  To monitor the performance of staff, carry out performance reviews and provide training and coaching as necessary, and record on the appropriate documents.

· To implement and maintain the Statutory and Company standards of Food Safety, hygiene, health and safety and take any action as is necessary.
· To ensure that cleaning materials in use are in line with Infection Control and NHS National Standards, and that COSHH is adhered to and regular assessment takes place.

· To complete incident and accident reporting forms where necessary.
· Ensure contractual monitoring results are achieved and rectified and response times are met.

· Manage and maintain consistency of the departments computorised Quality monitoring system Evole

· Attend to any reasonable requests made by the Hotel Services Manager

· To attend to and take all necessary action, statutory and otherwise in the event of accident, fire, loss, theft, lost property, damage, unfit food or other irregularities and complete the necessary return and/or reports.

· To attend meetings and training courses as requested.
· Take an active part in the Kronos Time Management Systems including payroll input and sign off of
weekly and monthly attendance and absence.
Key Performance Indicators (KPIs) or “What it will look like when you are doing the job well”
· Customer care and communication in a professional manner is maintained at all times.
· Domestic and catering performance standards are maintained in line with the National Standards of Cleanliness and Food Safety Policy and Procedures.
· Staff are trained in accordance with legislative and company requirements.
· Cost of labour, cleaning equipment and materials are not exceeded.

Dimensions
	Financial
	Yes unit budget

	Other
	Key relationships include Business Director, Deputy Site Director, Patient Catering, Finance, HR,


Skills, Knowledge and Experience
Essential

· Previous experience in Domestic Services.
· Previous experience in Patient Catering Services

· Previous experience of managing a team.
· Ability to communicate with all staff, client and visitors.

· Ability to accept and prioritise instructions and give instruction to others.

· Ability to adhere to standards and procedures.

· Ability to work well under pressure and meet tight deadlines.
· Flexible approach to working hours and shift pattern.

· Positive approach to learning in role and identifying own training needs as appropriate

· Self-motivated

· Sense of own initiative
Desirable

·  DFLP
· NVQ 3 in Cleaning

· ITFH

· City & Guilds Cleaning Science

·  IOSH, Heath & Safety
· Experience of managing budgets

· Computer literacy

· Ability to develop increasing individual effectiveness through leadership, motivation, communication, coaching and training
Contextual or other information

· TCN 356 relating to the Health Act 2006 Infection Control Paragraph:

“As a member of a clinical team your personal contribution to reducing healthcare associated infections (HCAIs) requires you to be familiar with the Trust’s Infection Control Manual including the Hand Decontamination Policy, Personal Protective Equipment Policy, safe procedures for using aseptic techniques and safe disposal of sharps.  You must be aware of your role in the decontamination of patient shared equipment and are required to attend mandatory training in Infection Prevention & Control and support the Trust in achieving compliance with the Health Act 2006 (all measures known to be effective in reducing Heath Care Acquired Infections)”

· This job description is intended to give the post holder an appreciation of the role envisaged and the range of duties and responsibilities to be undertaken.  It does not attempt to detail every activity.  Specific tasks and objectives will be agreed with the post holder at regular intervals.  The post holder will be required at all times to perform any other reasonable task, as requested by the Line Manager in order to meet the operational needs of the business
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