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	Function:
	Corporate Services

	Job:  
	Evening Cleaning Supervisor

	Position:  
	Evening Cleaning Supervisor

	Job holder:
	(New Role)

	Date (in job since):
	N/A

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

	Additional reporting line to:
	Workplace Operations Manager

	Position Location
	Toyota GB Burgh Heath 

	


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

	· Passionate about creating clean, safe, and welcoming environments
· Take pride in delivering world-class service and leading a team to success
· Take ownership of the evening management of cleaning operations.
· Hands-on leadership role where you’ll ensure our cleaning standards exceed expectations, and our team feels supported and empowered.


	


	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.

	
WOM


SSM


Evening Cleaning Supervisor 



Evening Cleaners













	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.

	· Fostering Strong Relationships
· Build meaningful and collaborative relationships across both the company and client organisations.
· Take time to understand individual and team priorities, ensuring alignment and mutual support in achieving shared goals.
· Proactive and Resourceful Support
· Take initiative in responding to requests and challenges, demonstrating a can-do attitude.
· Actively seek out information and insights from across the business to provide well-informed, timely solutions.
· Championing Service Excellence
· Be alert to opportunities for improvement in service delivery and take thoughtful action to address them.
· Celebrate and share examples of best practice to inspire continuous improvement and team success.
· Commitment to Safety and Standards
· Uphold all Company and Client policies, as well as legal and regulatory standards, with particular attention to: 
· Health & Safety
· Safe working practices
· Hygiene and cleanliness
· Fire safety
· COSHH (Control of Substances Hazardous to Health)
· Stay aware of any specific workplace hazards and follow all guidelines for identifying and reporting risks, ensuring a safe and supportive environment for all.





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

	
· Responsible for all aspects relating to the management and maintenance of the cleaning service within the contract specification to the agreed performance levels (KPIs and SLAs)
· Responsible for work allocation to the cleaning team, keeping within the specified detail of the contract and working principles
· Ensure a high standard of personal hygiene and appearance and general cleanliness to comply with statutory and company regulations, wearing company uniform as specified 
· Control and issue cleaning materials, ensuring stock rotation and safety in storage.
· Order cleaning materials as required following Company procedures through nominated suppliers approved by the company
· Carry out daily cleaning audits to monitor cleaning operative’s performance and adherence to company standards.
· Liaise with the cleaning operatives to identify training required to implement the standards to facilitate the running of contract and deliver training as required.
· Be aware of the condition of the equipment, organise repairs/replacements as appropriate with the Soft Services Manager. Ensure that all equipment is in safe working order, checked regularly and serviced.  Report any faults to management/client, ensure they are rectified and ensure equipment is not used until safe.
· 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 your work place. Follow client/company guidelines with regards to the identification and reporting of health and safety hazards e.g. blocked/locked fire doors
· Communicate well and demonstrate a pleasant, polite, efficient, caring and friendly service to customers and clients in all areas of service.
· Report any customer complaints or compliments and take some remedial action if at all possible.
· Report immediately any incidents of accident, fire, theft, loss, damage, or other irregularities and take such action as may be appropriate.
· Cover in other areas during periods of holidays and sickness.
· Comply with all company policies/procedures and client site rules and regulations
· Carry out other reasonable tasks as directed by management
· [bookmark: _Hlk75420630]To be aware of your duty of care for the health and safety of yourself and others













	
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.

	
· All cleaning and hygiene standards to meet the world class service specification 
· Deliver a consistent level of service, within the company's standards, to the contract specification and agreed performance, qualitative and financial targets.
· Comply with company and statutory regulations relating to safe systems of work, health & safety, hygiene, cleanliness, fire and COSHH.
· K.P.I’s to be monitored as part of performance review and appraisal process.



	

	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 and cleaning experience in a world class environment
· Relevant training, qualifications and experience to deliver services in line with legislative and statutory requirements
· 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 and Toyota’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 prioritise
· 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

	· Growth, Client and Customer Satisfaction/ Quality of Services Provided 
· Rigorous Management of Results 
· Leadership 
· Employee Engagement 
· Brand Notoriety 
· Commercial Awareness 
· Learning and Development 
Innovation and Change 
Resilience 
Business and Consulting
Planning and Organisation 
Analysis and Decision Making 
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