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Mars WrigleyON-SITE SERVICES

JoB description


	[bookmark: Text3]Position Title
	 Evening
Supervisor
	Department
	Factory/Office Cleaning

	Generic Job Title
	Evening Supervisor
	Segment
	Corporate

	Team Band
	
	Location
	Slough

	Reports to
	Michelle chapman
	Office / Unit name
	


ORGANISATION StRUCTURE
Michelle Chapman



Evening Supervisor

Head of Talent

Job Purpose 
To ensure that the shifts run smoothly the supervisor is to take responsibility for the quality standards, shift allocations, equipment, completion of paperwork, performance management, monitoring of employees and on the job training 

Health and safety purpose

To take a direct interest in health and safety of your self and subordinates and others who may be affected by your work activities.


Main dutes and responsibiltes of the role 

· Team Leadership: Supervise, motivate, and train cleaning staff.
· Quality Control: Conduct regular checks, spot-cleaning, and inspections to meet hygiene standards.
· Health & Safety: Ensure staff use chemicals and equipment safely, adhering to regulations (e.g., COSHH).
· Shift allocations – it is required that staff are given tasks and as much work is carried out as much as possible, check arrival of all employees and allocate schedules to staff and ensure all schedules are allocated for completion.
· Completion of paper work – to include but not limited to: schedules, ensure they are completed daily and signed by all parties, employees are signing in and out and logging in and out on UKG pro app,to complete return to work interviews, incident and accident reports, nears misses, safety walks & and general work place inspections
· Performance management – to address poor performance through coaching and counselling sessions
· To inform management when employees continue to underperform. Will also be involved with new employees’ inductions and carry monthly reviews over a 3-month period.
·  On the job training – to identify training needs and carry informal training here applicable in addition informing line manager of formal training needs. 
· Employee monitoring: it is required that the employees monitored to ensure they are working productively. Staff should be checked regularly through out the day to ensure that they are adhering to the schedules and on track for completion.
· Take responsibility for ensuring that equipment is maintained and fit for purpose and to lease with line managers regarding requirements for materials. This includes morning check on all equipment for readiness and at start and end of shift check to ensure equipment is stored and cleaned correctly and is on charge for next use.
· To pick a department daily to monitor and review staff cleaning standards.
·  This is hands on role and will require supervisors to work with the team in cleaning capacity to produce the service levels required of the schedules.
· To carry the onsite phone when requested and be available to undertake reactive and emergency tasks as required. 
· To monitor staff, break times to ensure staff are going to and coming back from break on time.
· Return completed schedules to the manager weekly after checking that they are all completed.
· Return timesheets to manager weekly after checking they are all accurate.
· Complete risk assessment for all tasks as required.
· Lease with clients as necessary on all identified risk assessments and HSE requirements.
· Take part in all factory Audits and ensure all information is up to date and audit ready.

Health and Safety Duties

· Communicate regularly with employees through formal and informal channels on safety matters to ensure there is a free flow of ideas and that moral remains high.
· Ensure that Sodexo safety image is reflected positively through your actions and those of your sub ordinates.
· To direct activities of all sub ordinates, ensuring that they are properly trained to competently carry their duties and responsibilities as well ensuring that they acknowledge and accept their personal responsibility for safety in line with 3 checks for safety.
· To review safe systems of work for all employees before starting work
· To ensure the correct permit to work is allocated for PM’s before work commences and it is closed off once work is completed.
· Carry out safety walks & observations at least twice a week and encourage your teams to take part.
· Ensure all accidents & incidents are carefully monitored and paperwork completed within the designated time frames, all accident MUST reported to Mars within 10 minutes of the accident occurring.
· Ensure all Mars SSWs are completed by all of the Sodexo team and must be in date. 

Key Performance Indicators (KPIs) 

· Excellent Ecat inspections are kept
· GMP/GHP standards achieved
· Compliance and EHS Standards met

Skills, Knowledge and Experience

Essential
· experience in a cleaning industry
· Supervisory management experience
· Good knowledge of various forms of communication
· Excellent interpersonal skills
· Strong people management skills 
· Ability to prioritise workloads.
· Ability to gain perspective on the wider operation.
· Strong motivational and team building skills.
· To be able to develop crucial relationships with the client.
· Strong team player and a ‘can do’ attitude.
· High moral standards with absolute integrity
· Working to and achieving targets set
· Experience within customer facing environment.
· Good problem-solving skills and able to use own initiative.
· Qualified in IOSH or equivalent.
· Familiar with the UKG Pro system and ensure all staff are attending work at leaving at the right time and checking daily for exceptions.
· Must be familiar with carrying out risk assessments and amending where necessary and able to discuss with their teams the importance of these documents.
· Must be familiar with COSHH and able to complete, with a full understanding of Data sheets.
· Must meet all deadlines allocated to them in a timely manner.
· Must have passed the Mars LOTO 1& 2 and completed 5 examples.
· Must complete all Mandatory and site-specific great training with their employees.
· Must carry out new starter inductions.
· Must be familiar and utilise the Ecolab system ensuring all cleaning has been completed and liase with Q&FS
· Must be trained and compliant with permits ensuring these are signed off appropriately and following the mars sign off.
· Conduct improvement notices ensuring these are followed through.
· Complete probation periods with new starters in a timely manner
· Familiar with Ingenium & DMS system


Print name: ________________________________________________________________			

Sign:	_____________________________		Date: ________________________
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