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	Function:
	PFI Furniture Technician

	Position:  
	Furniture Technician

	Job holder:
	 

	Date (in job since):
	 

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

	Additional reporting line to:
	Logistic Services Manager

	Position location:
	D11 ASU, Merville Barracks, Colchester

	


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

	· Standards of service detailed in the Service Standards Statement (SSS), associated authority regulations and within the schedules of the contractual terms and conditions are achieved, maintained, and developed for the assigned operational business area.
· To Deliver Service Excellence and Customer Care to your customer and Clients
· Continually monitor standards and practices ensuring they are maintained
· To provide support to the ASU Furniture Supervisor and colleagues within the Accommodation Services Unit. (ASU)


	


	2. 	Dimensions  

	· Comply with all Sodexo company & Legislative compliance as well as associated MOD related regulations and policies.
· Support with the completion of Team Huddles, company training requirements and improvement employee engagement levels.
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	3. 	Organisation chart  

	

Logistic Services Manager







Logistic Support Services Manager 



	

  
Furniture Technician







	4. Context and main issues.

	· Uphold Sodexo Service Standards.
· Adhere to any local client/authority site rules and regulations.
· Role model safe behavior.
· Effective cooperative working with the Authority customer is essential.
· Ensure all practices are in line with Sodexo policies and procedures and those set out within Health and Safety and Welfare guidelines/legislation.
· Access to Accommodation is reliant on Unit Representatives being present and on time.
  



	5.  Main assignments 

	

· To record all Help Desk Calls (HDCs) on daily record sheet.
· To close all HDCs promptly.
· To open delayed notices promptly (within 10 days). 
· To ensure the Logistic Support Services Manager receives daily updates on outstanding HDCs.
· Prepare monthly audit paperwork.
· To ensure handheld scanners are updated daily, weekly, and monthly as required.
· To select furniture or components for HDCs.
· To mend, change component parts to furniture assets.
· Undertaken furniture audits using the CAFM system Planet.
· To assist in loading/offloading of deliveries/collections to/from warehouse.
· To assist in keeping the vehicle clean and in a serviceable condition.
· To assist in keeping the warehouse clean and tidy.
· To liaise with unit representatives & work colleagues daily when reacting to HDCs and programmed maintenance.
· Operator a forklift (once trained).
· To ensure serviceability of furniture and component stocks in the warehouse.
· To deliver required furniture to site and repair or replace as necessary.
· To remove damaged furniture from site and dispose of items as instructed.
· To carryout Portable Appliance Testing (PAT). 
· To carry out the end of month PFI furniture/components stock take.
· Assist other employees when required due to staff sickness/holidays.
· Receive on the job training/attend training courses as necessary.
· To attend team briefs, huddles and meetings as required.
· To carry out any other reasonable tasks and/ or instructions as directed by management.  




	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.


	             Leadership and people

· The role holder will role model the company values and ensure they are reinforced at every opportunity. The role holder will provide support on all aspects of the assigned operational business area, ensuing delivery on business objectives. The role holder will lead by example and champion effective communication.

            Risk, governance, and compliance

· The role holder is responsible for managing the customer relationships and developing and maintaining strong team relationships. The role holder must seek to understand the customer business environment and drivers, developing and maintaining strong relationships and establishing a network of contacts.

             Relationship management customer and team

· The role holder is responsible for managing the customer relationships and developing and maintaining strong team relationships. The role holder must seek to understand the customer business environment and drivers, developing and maintaining strong relationships and establishing a network of contacts.

      Operational management

· The role holder will be required to support the operational business area manager in delivering compliance with legal, regulatory and company requirements. The role holder will support in the area of continuous improvement, taking corrective action where necessary and informing their line manager of performance issues. The role holder will ensure robust health and safety procedures are applied.

            Service excellence 

· The role holder will be supportive in driving all aspects of service excellence across their operational business area including brand integrity, quality, compliance, Sodexo’s corporate social responsibility and service standards.

            Continuous development

· The role holder will be responsible for supporting the continual development and improvement of services, resulting in improved services, increased productivity, and reduced costs.




	7.  Person Specification 

	Essential
· Good numerical and communication skills, must be able to demonstrate effective verbal and written communications,
· Knowledge of health and safety
· Confident communicator
· Able to work on own initiative within a team environment
· Basic understanding of furniture repairs (door/cupboard hinges)
· Basic understanding of IT
· Good time keeping
· Customer service skills essential
· Held full driving license for 2 years
· Must be over 25 years of age to driver company vehicle

Desirable

· Previous experience in a similar role.








	8.  Competencies 

	
	Growth, client and customer satisfaction, quality of services provided
	Industry acumen

	Rigorous management of results
	Analysis and decision making

	Leadership and people management
	Planning and organising

	Innovation and change
	

	Brand notoriety
	






	9.  Management Approval – To be completed by document owner

	
	Version
	2
	Date
	    March 23

	Document Owner
	Sam Prime

	






	10. Acknowledgment – To be signed by the job holder

Additional responsibilities or ad hoc duties may be required from time to time. Where additional or ad hoc duties become a significant part of the job, a new job description will be agreed.

This document has been agreed by the jobholder.

Name……………………………………………………

Signature…………………………………………….

Date…………………………………………………...
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