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HEALTHCARE




JOB DESCRIPTION

------------------------------------------------------------------------------------------------------------------------

JOB TITLE:


HOTEL SERVICES SUPERVISOR
                                               (Day Allocation)
LOCATION:


DOMESTIC DEPARTMENT

RESPONSIBLE TO:
            HOTEL SERVICES MANAGER
BASE:



WYTHENSHAWE HOSPITAL

Role Overview

The Allocation Supervisor is responsible for planning, coordinating and allocating staffing resources across all areas of the hospital. This includes managing and forecasting cover for sickness, holidays and all other absences, ensuring adequate staffing levels at all times. The role also involves managing monthly curriculum training completion, responding to staff calls relating to absences or operational issues, and communicating key information to the client and zonal supervisors. The Allocation Supervisor plays a critical role in maintaining service quality, operational efficiency, and strong communication channels across the domestic and catering services.
Main Duties and Responsibilities
1. Plan, coordinate, and allocate staffing levels across all hospital areas to maintain safe and effective service delivery.
2. Manage daily staffing changes by responding to sickness, unplanned absences, and operational pressures that impact service cover.

3. Plan and approve annual leave, holiday requests, and long-term absence arrangements to ensure adequate staffing at all times.
4. Maintain accurate, up-to-date staffing and allocation records to support daily planning and departmental reporting.
5. Take and respond to calls from staff regarding sickness, absence queries, shift difficulties, and operational issues, ensuring timely and appropriate follow-up.
6. Communicate all relevant staffing t management and to be a point of contact to the client, providing clear updates on service impact, cover arrangements and any risks identified.
7. Share staffing updates, absence notifications, and operational information with zonal supervisors to ensure they have accurate, real-time detail for their areas.
8. Liaise daily with zonal supervisors and management to confirm cover requirements, highlight potential shortfalls, and agree contingency planning.
9. Support supervisors and management with absence management processes and formal stages where required.
10. Ensure monthly curriculum training is completed by all relevant staff, tracking progress and following up with supervisors to address outstanding modules.

11. Ensure all absences, including annual leave, sickness, and any other type of leave, are accurately recorded in the Kronos time management system..
12. Maintain strong communication across all levels of the service, building and sustaining effective working relationships with staff, supervisors, management, and the client.
13. Carry out routine administrative tasks that support staffing allocation, record keeping, absence tracking, and training compliance.
Secondary Duties Supporting Service Delivery
1. Monitor the quality of domestic and catering services and ensure corrective actions are completed and signed off when required.
2. Supervise Patient Services Assistants and oversee food and beverage service tasks where necessary.
3. Ensure accurate temperature recording in line with HACCP requirements and legislative standards.
4. Manage receipt, issue, and stock rotation of food and domestic supplies.
5. Supervise ward and departmental cleaning standards and food service when required and complete relevant evaluation sheets.
6. Control the receipt and issue of cleaning materials and disposables.
7. Maintain cleanliness of associated equipment and ensure portable equipment is PAT tested and removed from use if faulty.
8. Use appropriate IT systems to monitor quality and performance as instructed.
9. Assist in assessing costs for ad-hoc work to ensure efficiency and value.
10. Support staff training relating to cleanliness, food service or general duties in line with development plans.

11. Take part in electronic and manual monitoring processes and conduct food and cleanliness audits as requested.
12. Accompany staff during complaint investigations and assist with actions to resolve issues.
13. Undertake any additional duties as required to deliver the service in line with contractual obligations.
KNOWLEDGE AND SKILLS.

· Ability to monitor, lead and develop a team of people within a designated area.
· Effective communication skills at all levels.

· Good literacy and organisational skills

· Ability to respond quickly to problems

· Ability to monitor performance levels at all levels.
· Understanding the relevant Food Safety and Health & Safety, Employment and other legislative requirements.
· Experience of domestic and catering services within a hospital or similar
This job description is not intended to be an exclusive list of duties of the post holder and may be changed in the light of changing circumstances.

TRAINING:
The employee will participate in the relevant training organised by Sodexho.

CONDUCT:
Staff must conduct themselves in an orderly and professional manner and be mindful of patient dignity at all times.

All Sodexho will use all reasonable endeavours to offer assistance to and deal with any queries raised by Patients and Visitors.

All staff shall at all times carry out their duties in such a way as to cause minimal disruption to all routines and procedures of the Trust Employees.

QUALITY:
Sodexo is committed to providing patient customer care of the highest quality and requires all Staff to play an active role in achieving this.
CONFIDENTIALITY:
During the course of his or her duties the post holder may have access to confidential information which must not be divulged to an unauthorised person at any time.

POLICIES AND PROCEDURES:
The post holder is required to familiarise and comply with all relevant Sodexo, South Manchester Healthcare and NHS Trust policies and procedures.

INVESTORS IN PEOPLE:
Sodexo is committed to working towards maintaining Investors in People.  This job description does not form any part of a contract of employment and may be achieved as required in consultation with the post holder.

HEALTH & SAFETY
To assist the Trust in reducing healthcare associated infections you should be familiar with the Trust’s Hand Decontamination Policy, attend mandatory induction training and be compliant with all hand hygiene standards at all times
TCN 356 relating to the Health Act 2006 Infection Control Paragraph

“As member of a clinical team your personal contribution to reducing healthcare associated infections (HCAIs) require you to be familiar with the Trust’s Infection Control Manual including the Hand Decontamination Policy, Personal Protective Equipment Policy, safe procedures for using aseptic techniques and safe disposal of sharps.  You must be aware of your role in the decontamination of patient shared equipment and are required to attend mandatory training in Infection Prevention & Control and support the Trust in achieving compliance with the Health Act 2006 (all measures known to be affective in reducing Health Care Acquired Infections)”

I understand and accept the responsibilities of the post.

Signed by member of staff
…………………………………………………………… 

Date
…………………………………………………………………………..…………

Signed by Manager
…………………………………………………………..……….

Date
………………………………………………………………………………………
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