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JOB DESCRIPTION

JOB TITLE:

DOMESTIC TRAINING SUPERVISOR
LOCATION:

SOUTH MANCHESTER PFI
RESPONSIBLE TO:
HOTEL SERVICES MANAGER
REPORTS TO:

DOMESTIC CO-ORDINATORS
LIASING WITH:
TRAINING MANAGER
HOURS:

40 HOURS OVER 5 DAYS (flexibility required)

JOB SUMMARY:
Ensure all staff are trained in conjunction with legislative and company requirements in liaison with the Training Manager. Particular attention to performance indicators.

Main Duties and Responsibilities:
1. Ensure attendance of all departmental staff on training courses.

2. Ensure that Domestic staff receive adequate training in methods and procedures to be followed in the use of materials and equipment.

3. Ensure compliance with all health & safety, COSHH and where applicable food safety regulations are at all times.

4. Take part in the monitoring of quality standards within Domestic Services.

5. Train staff in the methodology of the monitoring regime in liaison with the Monitoring Manager.

6. Assist in the induction of new staff in liaison with the Training Manager.

7. Assist Training Manager in the delivery of departmental and company training.

8. Ensure staff training records are updated when you have completed any on the job training.

9. Ensure all documentation is filed accordingly so as to comply with performance indicator 4 (PI 4).

10. Work in conjunction with Supervisors and liase daily regarding operational issues.

11. Liase with the Domestic Payroll Supervisor in respect of keeping training records up date for starters and leavers.

12. Able to communicate with staff and clients at all levels.

13. Cover for absent colleagues.

TRAINING: 
Undertaking to achieve and pass all relevant training required by the company. 

CONDUCT:
Staff must conduct themselves in an orderly and professional manner and be mindful of patient dignity at all times.

All Sodexo staff will use all reasonable endeavours to offer assistance to and deal with any queries raised by patients and visitors.

All staff should at all times carry out their duties in such a way as to cause minimal disruption to all routines and procedures of the Trust Employees.

QUALITY:
Sodexo is committed to providing patient customer care of the highest quality and requires all staff to play an active role in achieving this.

CONFIDENTIALITY:
During the course of his or her duties the post holder may have access to confidential information which must not be divulged to an unauthorised person at any time.

POLICIES AND PROCEEDURES:
The post holder is required to familiarise and comply with all relevant Sodexo, South Manchester Healthcare and NHS Trust policies and procedures.

INVESTORS IN PEOPLE:
Sodexo is committed to working towards maintaining Investors in People. This job description does not form any part of a contract of employment and may be achieved as required in consultation with the post holder.

HEALTH & SAFETY:
Staff must:

Take care of their own safety and others who may be affected by their actions or omissions.

Adhere to the Company and Departmental Health and Safety Policies and use any equipment or 

personal protective equipment provided to ensure safety.

Co-operate with their managers to maintain safe systems and safe workplaces.

Report any accidents/incidents or ill health, defects in premises, equipment or personal protective equipment.

Not interfere with any equipment provided to ensure Health and Safety.

Not attempt to carry out tasks or repairs beyond their competence.

This description is not intended to be an exhaustive list of duties of the post holder and may be varied in the light of changing circumstances.
I understand and accept the responsibilities of the post.

Signed by member of staff……………………………………………………………………………….

Date……………………………………………………………………………………………………….

Signed by Manager………………………………………………………………………………………..

Date………………………………………………………………………………………………………..
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