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	Function:
	Corporate Services

	Job:  
	GMP Hygiene Operative

	Position:  
	Hygiene Operative

	Job holder:
	Keila de Castro

	Date (in job since):
	2023

	Immediate manager 
(N+1 Job title and name):
	Gareth Osborne – Deputy GSM

	Additional reporting line to:
	Ann Rawlings- GSM

	Position Location
	Catalent Pharma Solutions 

	


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

	· To conduct a varied number of cleaning tasks within specified areas as directed by the cleaning manager.
· To work to Company policies and procedures as trained

	


	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 FY18:
	n/a
	EBIT growth:
	
	Growth type:
	n/a
	Outsourcing rate:
	n/a
	Region  Workforce
	n/a

	
	
	EBIT margin: 
	
	
	
	
	
	
	

	
	
	Net income growth: n/a
	
	
	
	Outsourcing growth rate:
	n/a
	HR in Region 
	n/a

	
	
	Cash conversion:
	
	
	
	
	
	
	

	
	







	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.

	
GSM


Deputy GSM



Hygiene Supervisor



Hygiene Operative









	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 regulation
s, guidelines, practices that are to be adhered to.

	· Engage and build effective relationships within the company and client organization, developing an understanding of priorities and specific needs and ensuring that customers are informed of any change
· To be proactive in responding to other’s requirements, seeking information from other areas of the business as necessary
· Where there is evidence of improvements required to the service delivery, or examples of best practice, appropriate action should be taken to remedy or share.
· Comply with all Company & Client policies 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 the workplace. Follow client/company guidelines with regards to the identification and reporting of health and safety hazards





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

	
· Undertake all required training in relation to all aspects of the cleaning service delivered to the client, as requested.
· Comply to all client policies / procedures in relation to housekeeping / infection control / security
· Complete a schedule of cleaning tasks, as directed by the Hygiene Supervisor
· Always wear the company uniform whilst at work
· Wear any items of personal protective equipment, as specified by the  Hygiene Supervisor
· Undertake all required training in relation to all aspects of the cleaning service delivered to the client, as requested.
· Ensure that all requirements in relation to COSHH are adhered to, as specified by the  Hygiene Supervisor
· Ensure that the site/cleaning offer colour coding policy is always adhered to.
· The method of conducting all cleaning tasks is as directed via the Great / cleaning offer task cards / pictorial task cards / Client Compliance wire training
· To report all faults in relation to cleaning machinery/equipment to the  Hygiene Supervisor
· To report all building defects to the  Hygiene Supervisor
· To carry out any reasonable request, as specified by the  Hygiene Supervisor






	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.

	

· To deliver a consistent level of service, within the Company's standards, to the contract specification and agreed performance against SLA’s.
· Comply with all Company and statutory regulations relating to safe systems of work, health & safety, hygiene, cleanliness, fire and COSHH.
· Seek to raise standards & improve quality of performance & service for all service delivery.


	

	



7.  Person Specification – Indicate the skills, knowledge and experience that the job holder should require to conduct the role effectively

		Knowledge, skills and experience
· A high level of customer services / host experience in prestigious environments
· Previous experience of providing similar service bundles via a multi-skilled workforce to pharma organizations or within prestige environments with a strong focus on customer service
· Relevant training, qualifications and experience to deliver services in line with legislative and statutory requirements
· Good understanding and experience of working in an office/GMP/Laundry environment and using principles to successfully deliver services
· Experience with focusing on individual customer requirements and care whilst meeting required service levels
· Awareness of the need to provide services in a sensitive manner such as not to affect Sodexo’s business, reputation or share value
· Ability to handle feedback in a calm, structured and professional manner
· Ability to challenge ideas and opinions in sometimes confrontational situations
· Ability to multi-task
· Proactive
· Excellent communicator with good listening skills
· Resilience
· Works well on own and with others
· Ability to prioritize
· Excellent interpersonal skills
· Attention to detail
· Reliable and trustworthy
· Ability to work on own initiative
· Flexibility that is focused to delivering exceptional customer service.
· Can-do attitude
· A hands on approach

	

	
	Contextual or other information
This position will be a key part of a one team approach to providing a quality customer experience to the client. The job description is designed to identify the specifics of the role it does not however limit the post holder to the specific tasks and responsibilities listed. The post holder is equally responsible for the satisfaction of the users and must therefore ensure that the standards are delivered. This will mean that you undertake activities outside of the job description to ensure that the overall service is maintained. 
This job description is intended to give the post holder an appreciation of the role and the range of duties to be undertaken, It does not attempt to detail every activity and it may be changed from time to time to incorporate changing circumstances.  Specific tasks and objectives will be agreed with the post holder at regular intervals.
	

	





















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

	· Customer Satisfaction/ Quality of Services Provided 
· Leadership 
· Employee Engagement 
· Learning and Development 
Innovation and Change 
Resilience 
Business and Consulting
Planning and Organisation 
Analysis and Decision Making 






	9.  Management Approval – To be completed by document owner

	
	Version
	1
	Date
	01/05/2025

	Document Owner
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