 
	Function: 
	Operations 

	Position:   
	MAILROOM ASSISTANT

	Information 
	40 hours, £15.05 hourly rate 

	Date (in job since): 
	April 2022

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

	Additional reporting line to: 
	Soft Services Assistant Manager 

	Position location: 
	Diageo, GMS 


 
	1.  Purpose of the Job 

	Supporting post room activities as well as porterage activities
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JOB DESCRIPTION
 
 
EXPERTISE

	3.  Organisation chart 

	 

	
	Soft Services Assistant Manager
	

	
	
	
	

	
	Mailroom Supervisor
	

	
	
	
	

	
	
	
	Mailroom Assistant/Porter
	

	
	
	
	
	

	
	
	
	
	


 
	4. Context and main issues 

	Mailroom support and any porterage requests 


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

	· Wear the company uniform at all times whilst at work. 
· Wear any items of personal protective equipment, as specified by Mailroom Supervisor. 
· Ensure that all requirements of the specified mailroom duties, are carried out, as directed by Mailroom Supervisor. 
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	• 
	To report all faults in relation to machinery/equipment to the Mailroom Supervisor immediately. 

	• 
	To carry out any reasonable request, as specified by the Mailroom Supervisor. 

	• 
	To work as a Back of House porter 

	• 
	Heavy lifting is required on the job 

	• 
	Keeping the back of house area clean and safe, keeping fire exits clear 

	• 
	Comply with all Company and Client policies and procedures, statutory regulations relating to your workplace, this will include but not limited to fire; health and safety; hygiene; working safely; COSHH. 
Ensure the safety and security of company and client property  

	• 
	Complete all courier shipments as directed accurately and in timely manner 

	• 
	Report any incidents of accident, fire, theft, loss, damage, unfit food or other irregularities to cleaning supervisor, taking appropriate action where possible 

	• 
	Report all complaints and compliments to line manager, taking action where practicable 

	• 
	Actively support and promote the “One Team” ethos of working and supporting between departments. 
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	6.  Accountabilities – Give the 2 to 5 key outputs of the position vis-à-vis the organization; they should focus on end results, not duties or activities. 

	· All customer requests and support completed on time 
· No justifiable complaints from building users / client staff within your areas of work 
· No issues and concerns highlighted in relation to health and safety in your areas of work.  
· Work to and comply with all GMS KPIs. 
· All tasks completed within service levels.  
· Comply with Company and statutory regulations relating to safe systems of work, health & safety, hygiene, cleanliness, fire and COSHH. 

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

	Essential 
· Experience of working in a fast paced environment 
· Presentable and personable 
· Computer Literate 
· Team player 
 
Desirable 
· A strong team player with superior inter-personal skills 
· Must be able to work under pressure 
· Good communication skills with an excellent eye for detail • Knowledge of H&S 
· Previous Mailroom Experience


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

	 
	 Growth, Client & Customer Satisfaction / Quality of Services provided 
	 Learning & Development 
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