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Job Description:
Soft Services Manager / Assistant GSM



















































	Function:
	Facilities Management / Soft Services

	Position:  
	Assistant General Services Manager

	Job holder:
	

	Date (in job since):
	

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

	Additional reporting line to:
	

	Position location:
	Greater Belfast area, across three client sites

	

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

	
Responsible for ensuring the safe, efficient and compliant delivery of a range of soft and support services, including cleaning, catering, security, pest control and coordination of minor technical maintenance activities. Working closely with both operational teams and clients, the role requires excellent leadership, organisation and communication skills to ensure contractual obligations and service excellence are consistently achieved.

This is a hands-on management role that combines people leadership, client relationship management, operational oversight and continuous improvement.





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

	
· Lead the day-to-day delivery of soft and support services across multiple client locations.
· Ensure cleaning, catering, security, pest control and support maintenance services are delivered to agreed standards.
· Coordinate planned and reactive works with internal teams and specialist contractors.
· Monitor service performance, KPIs and operational standards, implementing improvements where required.
· Ensure effective resource planning, staffing levels and team deployment across all sites.
· Carry out regular site inspections, audits and reviews to maintain high standards of compliance, cleanliness and presentation.
· Build and maintain strong working relationships with client representatives and operational stakeholders.
· Use CAFM systems and Microsoft Office to manage work orders, service requests, records and reporting.
· Support budget management, labour cost control, procurement and service efficiency activity.




	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.

	
· The role operates across three client sites and requires regular travel within the Greater Belfast area.
· The job holder must balance operational delivery, client expectations, compliance requirements and people leadership across multiple service lines.
· The role requires adherence to health and safety legislation, company policies, contractual obligations, audit requirements and site procedures.
· Key challenges include maintaining consistent service standards, managing resources effectively, resolving customer concerns within agreed timescales and supporting continuous improvement.




	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.

	
· Consistently high service standards are delivered across all three client sites.
· Contractual KPIs, audit requirements and compliance standards are achieved or exceeded.
· Clients receive timely, professional communication and effective resolution of service concerns.
· Operational teams are engaged, trained, motivated and supported to perform effectively.
· Services are delivered safely, efficiently and in line with Sodexo policies, client requirements and statutory obligations.





	2. 5. 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.

	
· Multi-site operational responsibility across three client locations in the Greater Belfast area.
· Management of soft and support services including cleaning, catering, security, pest control and minor technical maintenance coordination.
· Responsibility for service performance reporting, audit records, action plans, staffing records, training records and CAFM data.
· Support for operational budgets, labour cost monitoring, procurement and cost-saving initiatives.




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

	
Essential
· Previous management experience within Facilities Management or Soft Services.
· Experience managing cleaning, catering and/or security services.
· Excellent organisational and planning skills.
· Strong customer service and client relationship management experience.
· Experience carrying out operational audits and inspections.
· Knowledge of health and safety legislation.
· Experience using CAFM systems or similar facilities management software.
· Good IT skills, including Microsoft Office.
· Excellent written and verbal communication skills.
· Full UK Driving Licence and ability to travel between multiple sites throughout the Greater Belfast area.
Desirable
· IOSH Managing Safely qualification.
· Level 3 or equivalent management qualification.
· Experience within healthcare, education or corporate environments.
· Knowledge of contract management and KPI reporting.
· Experience managing specialist contractors.
· Food Safety qualification.
· First Aid qualification.
Key competencies
· Leadership and team development.
· Client relationship management.
· Communication and influencing skills.
· Problem solving and decision making.
· Planning and organisation.
· Financial awareness.
· Attention to detail.
· Time management.
· Continuous improvement mindset.
· Customer focus.






	2. 7.  Organization chart – Indicate schematically the position of the job within the organization. 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.

	





















Levels
	
	· 





Received:

[bookmark: Text63][bookmark: Text64]Date:      	Date:      


__________________________________	________________________________
[bookmark: Text65][bookmark: Text66]     	     
Job holder	Immediate Manager









Page 1 of 132

[image: SHGR_LOGO_RGB]
	
Project subject to social procedures and Sodexo Governance – Draft – Strictly Confidential

	
Document Owner: HR




	
Sodexo Job Description
JD.MG.001
	JD GSE/GSL Roles
	Document Owner: Group Talent
	Sept 2023
	Page 1 of 2


	

image1.png




image2.wmf

