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	Function:
	HR

	Position:  
	People Operations Manager - Systems

	Job holder:
	

	Date (in job since):
	

	Immediate manager 
(N+1 Job title and name):
	Clemency Sauvary, Talent Engagement Manager

	Additional reporting line to:
	

	Position location:
	No Fixed Place of Work

	

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

	· To provide excellence in end-to-end resourcing practice, helping to promote Sodexo Live! as an employer of choice for casual workers across the estate.
· To support the delivery of a consistent causal worker experience across all sites within segment.
· To manage reporting, administration and compliance aspects within all elements of HR for casual workers.
· To drive and challenge managers to use systems to full potential, providing training and guidance where required.


	

	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
	8000 Casual Workers
50 plus agency partners



Draft.  Version:  27-03-2014
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	3. 	Organization chart – Indicate schematically the position of the job within the organization. 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.

	· The role holder will be required to be self-motivated, resilient and driven to achieve results. 
· The role holder must be pro-active in creating and building relationships with site teams and visiting sites.
· The role holder needs to challenge operators on staffing operations and use of systems to drive efficiency and accuracy within the teams.
· Build and develop effective working relationships with business managers, key suppliers and agency partners.
· Ensure that all legal obligations and compliance is adhered to through all activities.
· Provide system support, including covering absences, managing issues, and during mobilisations of sites within Sodexo Live!
· Support HR with segment projects as required. 

















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

	
· Manage HR Systems - Administer and maintain the organisation's workforce management system, ensuring system functionality, data accuracy, security, and compliance.
· Oversee Time & Attendance - Manage time and attendance processes, including system configuration, troubleshooting, policy administration, and collaboration with payroll to ensure accurate worker pay.
· Support Staffing & Workforce Operations - Partner with Talent Acquisition and Operations teams to support staffing processes, workforce planning, onboarding, and employee lifecycle activities within a fast-paced hospitality environment.
· Lead System Enhancements - Identify opportunities to improve HR systems and processes, manage system upgrades, testing and implementation of new functionality to increase efficiency.
· Develop Reporting & Analytics - Produce and analyse HR metrics and workforce reports, providing insights to support operational and strategic decision-making.
· Train and Support Users - Design and deliver training programs for managers, HR team members, and employees on HR systems, time and attendance processes, and best practices while providing ongoing user support.
· Ensure Data Integrity & Compliance - Maintain accurate employee records and ensure HR systems comply with company policies, employment legislation, data privacy regulations, and audit requirements.
· Drive Process Improvement - Evaluate current people operations processes, recommend automation opportunities, eliminate inefficiencies, and implement continuous improvement initiatives to enhance the worker experience.
· Provide Operational Leadership - Act as the subject matter expert for HR systems and workforce management, leading projects, managing vendor relationships, communicating system changes, and ensuring the organization adopts best practices in people operations technology.
















	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.

	· Compliance – Ensuring 100% compliance with every casual worker process. 
· Systems & Processes Efficiency – Ensure all venues are using all aspects of the systems (HumanForce, Tribepad, MAPAL) in the most efficient way to deliver operational efficiency
· Training & Continuous Improvement - Develop and deliver training for managers, staffing teams, and end users on Sodexo Live! workforce management system, driving continuous improvement through data-driven insights and system enhancements.




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

	Essential

· 5+ years of experience in HR or People Operations.
· Previous experience within the hospitality industry is required.
Demonstrates experience supporting staffing, recruiting, or workforce planning functions.
· Strong knowledge of time and attendance systems, scheduling platforms, and workforce management processes.
· Proven ability to train, coach, and support leaders and employees on HR systems and processes.
· Strong analytical, problem-solving, and project management skills.
· Advanced proficiency in Microsoft Excel and HR reporting tools.
· Excellent communication and relationship-building skills.

Contextual or other information

Travel and some overnight stays may be required to undertake training, site support and business requirements.





	8.  Management Approval – To be completed by document owner

	
	Version
	1
	Date
	July 2026

	Document Owner
	Clemency Sauvary






	9.  Employee Approval – To be completed by employee

	
	Employee Name
	
	Date
	







Talent Engagement Manager


Head of People Operations - COE


People Operations Manager - Systems
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