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Safety Manager







	Function:
	Schools and Universities - HSQE

	Position:  
	Safety Manager 

	Job holder:
	

	Date (in job since):
	

	Immediate manager 
(N+1 Job title and name):
	S&U Head of H&S 

	Additional reporting line to:
	

	Position location:
	Home Based Worker/No Fixed Location

	


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

	· Act as a subject matter expert (SME) for food safety within S&U, adopting a proactive and pragmatic approach to the operational challenges of the segment
· To manage the development and implementation of new and engaging food safety initiatives across schools and universities, particularly focussing on allergen management and due diligence.
· Lead the investigation of food related incidents and foods related communications. Support managers in the investigation of LTI’s.
· Be a change champion to influence and drive excellence in safety across schools and universities
· Support managers in ensuring our safety processes align to UK, Irish, Scottish and Welsh legislative requirements as well as align to our own regional processes.
· Support collaborative working and engagement at all levels of the organisation so that stakeholders are both aware of and able to comply with all legal obligations and are prepared for upcoming changes to general safety and food safety legislation. 
· Pro-actively take part in the development of external stakeholder relationships such as Anaphylaxis UK
· Active ownership and management of incident data and technical reporting for safety, includes supporting monthly reporting requirements

	


	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.

	Characteristics 
	· Engagement required with front-line teams, S&U functional and operational directors and managers
· Leading on food safety technical competency 
· Management skillset (people & projects)
· IT skillset, including high standard of Excel management
· Multi-disciplinary role requiring reactive and proactive skills and ability to react quickly to urgent requirements with an ability to stay focused on business objectives & priorities.
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	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.

	









	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.

	· Ambition for zero incident rate across schools and universities
· Responsible for working with the S&U Head of Health and Safety to plan and design an annual S&U food safety plan as well as actively support on other safety initiatives. You will ensure that safety plans are risk based, progressive and engage our teams to improve safety, pushing the boundaries of continual improvement, compliance and best practice. 
· Take a leading role in managing food safety related incident reports, ensuring quality, accuracy, next steps and that lessons learnt are shared. Actively support the investigations of other safety incidents. 
· Responsibility for advising and guiding operational teams who need to address compliance issues identified in audits or checklists.  
· Time management plays a key part in ensuring deadlines are met and workloads are assessed and prioritised effectively. 
· The role is heavily reliant on support from other areas of the business; seeking colleagues ‘buy-in’ or co design and obtaining commitment to ideas and suggestions requires good influencing and communication skills. 
· Although home based, the role will require regular site visits, including undertaking safety walks and providing support visits, after significant incidents and to support client engagement
· The geographical spread of S&U locations, and the number of locations presents challenges in standardising practices due to different resource and managerial practices. This role has the responsibility to work closely with the S&U Head of Safety to stay one step ahead of the safety needs of the business through understanding risk profiles. Continually adapt to ensure we remain compliant and reflective of where change is needed.




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

	
· Creates innovative initiatives to drive food safety compliance, raising engagement and ownership
· Takes a lead role in food safety incident management across S&U. Holds incident pulse calls, undertake (and train others to undertake where necessary) allergen and other food safety related investigations and support operational managers so they can deliver a deep-dive of incidents in ELT review calls. 
· Owns food related communications, including quickshares and recall notices. Supports teams by attending manager calls, either by regular invitation or by ad-hoc requirement. 
· Ensure that safety incidents and near misses are reported and investigated to legislative prescribed standards.
· Through regular monitoring and sample review of safety incidents, audit responses and regulatory intervention ensure that we have a lens on segment safety risk and work closely with the S&U Head of Safety to mitigate impacts with a proactive approach to avoid associated risks.
· Accountable for keeping the segment up to date with food safety legislation in UK, Ireland, Scotland and Wales, ensure our processes reflect clearly any differencing standards. 
· Develop E-learning training and other safety training as required, making it engaging and interactive. Assist with the development of relevant training plans to ensure employees are competent to deliver services, working closely with S&U Head of Safety and L&D Business Partner. 
· Ensures key food safety documents are held on the S&U DMS and maintained in line with current legislative requirements and internal quality control processes
· Acts as main central point of contact for S&U food safety questions for stakeholders including management, operational teams, sales teams, clients and Sodexo Group colleagues
· Support S&U Head of Safety in global / regional initiative rollouts for H&S, attending working groups as necessary
· Guide and support S&U managers when undertaking mobilisations, undertaking site visits where possible but also advising managers on how to complete safety reviews for their sites in the event of multiple mobilisations
· Advise and guide the S&U business on new activities, processes, products and controls. 
· Ensures that food safety considerations are built into the S&U BCP plan.
· Attend sub-segment meetings, providing safety updates to teams when necessary. 
· Working in collaboration with the Head of Safety and via the IAM tool and SALUS / Power BI, ensure trend analysis is undertaken to assist with understanding of overall performance but more importantly to ensure we are continually looking for areas of safety risk and ways to improve. 
· Act as deputy to the S&U Head of Safety in her absence
· Any other activities in support of safety as required by the S&U Head of H&S 




	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.

	· Ensure the timely reporting of all incidents and ensure the timely completion of investigations for all such incidents, including the capture and upload of incident documentation in the S&U tracker and Salus
· Manage the design, development and implementation of effective food safety management in S&U, focussing on continual improvement 
· Ensure our segment teams have a high understanding and competency in safety, delivering safe meals to our clients




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

	
· Level 4 Food Safety qualification
· Operational catering experience preferred
· NEBOSH General Certificate (ideally)
· Excellent communication and presentation skills 
· Articulate and able to confidently present to all levels of management and colleagues 
· Proficient in Microsoft office applications, particularly Excel
· Able to work outside of normal hours if an emergency situation arises which needs urgent attention





The table outlines those skills and capabilities at a high level, broken down by knowledge, skill, and expertise

	Skills
	Knowledge
	Skill
	Expertise
	
	
	
	E

	Process Management
	
	X
	
	
	
	
	

	Process Improvement
	
	X
	
	
	
	
	

	Process Design
	
	X
	
	
	
	
	

	Analyses and Solves Problems
	
	
	X
	
	
	
	

	Communicates and Persuades
	
	
	X
	
	
	
	

	Stakeholder Engagement
	
	
	X
	
	
	
	

	Team Working
	
	X
	
	
	
	
	

	Project Management
	
	
	X
	
	
	
	

	Results Orientated and Self Starting
	
	X
	
	
	
	
	




Knowledge is defined as a general awareness and understanding of the topic, sufficient to make basic decisions and provide general guidance

Skill is defined as the knowledge plus the ability to do the work related to the topic, make general decisions, and provide the coaching to others

Expertise is defined as knowledge plus skills with proven experience in coaching and helping others, making directional decisions, setting strategies, and taking the lead

Corporate Ethics and Responsibility:  Understands Sodexo’s ethical behaviour and business standards and ensures that own behaviour is consistent with these standards and aligns with the values of the organisation 



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

	

	Cultures innovation
	Ensures accountability

	Collaborates
	Communicates effectively

	Decision quality
	Learning and Development

	Business insight
	Drives results

	Organisation and planning
	Creative problem solving

	Quality Focus
	Impact and Influence

	Employee Engagement
	Leadership and People Management






	9.  Management Approval – To be completed by document owner

	
	Version
	
	Date
	

	Document Owner
	







Schools and Universities Head of H&S


S&U Safety Manager
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