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	Function
	Defence & Government Services

	Position  
	General Assistant -

	Job holder
	

	Date (in job since)
	

	Immediate manager 
(N+1 job title and name)
	As per structure below

	Additional reporting line to
	

	Position location
	MOD Bicester

	

	1.  Purpose of the job 

	
Our Team Members are the stars of the show. You will be the face of Sodexo and responsible for ensuring that each one of our guests has the best possible experience whilst visiting our venues and experiencing our services.


	

	2. 	Dimensions

	
Experience in hospitality or any of the services we provide is not necessary at all, but we are looking for:
· Mountains of personality
· A passion for food, customer service, hospitality, and people
· A team player who thrives working alongside others or independently
· An upbeat, hard-working & flexible attitude

	



	3. 	Organisation chart 

	Service Manager
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	4. Context and main issues 

	
 
· Flexible towards working hours, the varying activities that you’ll learn to do and where you work each day onsite will vary day to day.
· Learn as you go – your usual assignment will be within the Cleaning department, however you may be supporting food services one minute followed by accommodation cleaning the next.
· Flexible shift patterns working 



	5.  Main assignments 

	
· Finance

· Look after the guests, sell them what they need, some of what they don’t need and anything else you can help them with
· Look after the cash, the tools you use and your team members
· Look after other people’s property

· Hygiene, Health and Safety

· Understand the rules and keep to the rules, they’re there to keep you and everyone safe from harm 
· Check all your tools before you use them and let your team leader know if anything looks broken or not safe, always ask if you’re unsure
· Always look the part, be smart, clean, and tidy 

· Personnel and training

· Learn as you go and don’t do anything that you don’t know how to do, it’s our job to show you how
· Tech and systems are useful so learn the best way to use them and help others too
· Be kind towards others and yourself

· General responsibilities

· Receive food and other stock deliveries, store them safely
· Prepare, cook, and serve drinks and food that are fresh, delicious, and safe
· Keep all the places that we work in clean, safe and tidy
· Always put your best foot forward and help our guests to have the best experience, make them feel welcome and special
· Help to show guests around and always help to get people and things to where they need to go
· Always follow the rules and let someone know if you can’t
 









	6.  Accountabilities 

	
· Create great experiences and services for our guests
· Follow the rules and learn from any mistakes





	7.  Person specification 

	
· Friendly, welcoming you’re the main reason that our guests want to come back
· Work well on your own, and within the team
· Embrace a bit of change
· Be positive, it’s contagious






	8.  Competencies 

	

· Be energetic, helpful 
· Be knowledgeable and practical
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