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Cleaning Supervisor







	Function:
	Corporate Services 

	Job:  
	Cleaning Supervisor 

	Position:  
	GMP Cleaning Night Supervisor 

	Job holder:
	

	Date (in job since):
	

	Immediate manager 
(N+1 Job title and name):
	Liz Walczak Customer Service Manager

	Additional reporting line to:
	

	Position location:
	AstraZeneca Macclesfield 

	


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

	AstraZeneca is a leading pharmaceutical Company with a strong focus on the research and development of new drugs. 
· To ensure that a clean and compliant environment within the facilities of the GMP assets, are in line with GMP requirements and delivered to the highest level of cleanliness
· The housekeeping team incorporates services to the general areas, offices, laboratories and a GMP cleaning service.  
· This includes the responsibility for the day-to-day supervision of cleaning and general waste removal, recycling and deep cleans in a GMP environment .

	


	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 
	· Add point


Draft.  Version:  27-03-2014

	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.

	
See local organisation chart





	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.

	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




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

	
· To have a full understanding of the areas to be cleaned 
· To be able to manage a team of night workers across the GMP area’s. 
· Meet the demands of customers by completing and ensuring the required cleaning tasks in accordance with Standard operating procedures (SOP) and as requested via service manager
· Ensure all documentation is correctly completed and within the agreed time scales
· Actively seek and identify opportunities for business growth within your work area
· Ensure prompt provision and efficient service at the specified time to the standards laid down in the KPI's.
· 'Walk the floor' during cleaning tasks to identify and rectify any issues relating to the cleaning standards of the assets, to carry out Great Training and GMP training for all staff.
· Ensure that Sterile Stock and Plant Pajama’s have been stocked to a necessary level to ensure availability for night shift and the morning shift.
· Comply with all relevant sections of the quality management systems (Q.M.S) and to support routine audits at a frequency as indicated by the service manager, to also support manager with out of hours Auditors.
· Attend /carry out team board meetings in the absence of CSM 
· Comply with all Company & Client policies, site rules and statutory regulations relating to Health & Safety, safe working practices, hygiene, cleanliness, fire and COSHH. This will include your awareness of any specific hazards in your workplace.
· Ensure that all equipment used is in safe working order, checked regularly and serviced.  Report any faults as required through the service desk, ensure they are rectified and ensure equipment is not used until safe.
· Ensure your service manager is made aware of stock levels to ensure replenishment of stock can be delivered in advance of requirement
· To take adequate steps to ensure the security of Company and Client property under your control.
· Ensure you project a positive, approachable, friendly and professional image. 
· To attend an annual PDR with your Line Manager and to agree and take ownership of your PDR and your training and development needs, to carry out staff PDR’s
· Attend Company Training Courses and Company Meetings as requested.
· Plan and control holidays within the operation to 'self cover' where practicable.
· Provide cover for holidays/sickness of others as requested by service manager




	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.

	· No justifiable service complaints
· Service delivery to be of the highest standard with the Sodexo business.
· Compliance with all relevant Health and Safety regulations
· Service development and continuous improvement 
· Positive Client satisfaction and relationship
· Unit audit scores compliant for all areas
· All Internal compliance standard delivered



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

	· Experience in cleaning within a Good Manufacturing Practice (GMP) environment or similar nature (e.g food standards)
· Industry acumen and knowledge of cleaning tasks
· Experienced in adhering to and driving company initiatives 
· Personal innovation and passion 
· Demonstrative customer focus and service skills
· Strong communication 
· Ability to work individually and within a team 
· IT and System literate



Desirable
· Relationship Management 
· Planning and Organization
· Analysis and decision making
· Continuous improvement 
· Stock Management 




	9.  Management Approval – To be completed by document owner

	
	Version
	2.1
	Date
	30.04.2026

	Document Owner
	Liz Walczak  







image2.jpeg
*
sodexo





