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Soft Services Area Support Manager 







	Function:
	

	Position:  
	Soft Services Area Support Manager

	Job holder:
	

	Date (in job since):
	

	Immediate manager 
(N+1 Job title and name):
	Kelly Hanley

	Additional reporting line to:
	Matt Williamson

	Position location:
	IOI

	


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

	
Is responsible for supporting the delivery of Soft Services across all contracts, always ensuring outstanding service delivery and hopefully exceeding all Sodexo targets whilst maintaining compliance. 

Main responsibilities include: 
· Delivering comprehensive practical cleaning skills training. 
· Supporting QA and Soft Services SME to carry out site reviews to identify operation efficiencies, training requirements and supplier opportunities.
· Mobilisation Support. 
· Support change management. 
· Support with contractual compliance.
· Onsite support for new managers with contract familiarisation.



	


	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.

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	



Draft.  Version:  27-03-2014

	3. 	Organisation chart – Indicate schematically the position of the job within the organisation. 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.

	



TBC 






	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.

	
· Leading Best Practice Approach – providing confident, visible leadership, ensuring standards are set and delivered.
· Site Team Support – Working alongside soft service team to ensure contract compliance, change management support, working with suppliers to ensure sites receive delivery of expected services,
· Strategy and Planning – Deployment of the account strategy and ensuring that effective plans are in place to deliver against strategy.
· Mobilisation and Stabilisation Support – Coordination of mobilization tasks, conduct due diligence reviews, coordinate supplier site walks. Stabilising contracts after go live
· Delivery of Excellence in Risk, Compliance and Quality Management – Ensuring the protocols, processes and capabilities are in place to deliver all technical/regulatory requirements for the safe and commercial on-going management of these specialist contract(s).
· Drive a zero-harm mindset throughout the site – 3 checks for safety and the 7 safety nets


	



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

	

Central Team Liaison 
· To work collaboratively with central team and onsite operations team to help deliver all contractual requirements to the client. 
· Work with the central finance team, Divisional Director and Account Manager to assist with the co-ordination of all financial and KPI reporting, budgeting and change management across the account.
· Assist QA and Soft Services SME to ensure a standardised, consistent and compliant approach is implemented
· Supporting the delivery of initiatives, such as innovations, trials and new cleaning techniques to ensure high levels of cleaning are always achieved.

Business Development

· Evaluate and support ideas for additional scope of work, additional services and recommend to the client as appropriate.

Service Delivery

· To provide thought leadership on all IFM soft service delivery and act as a subject matter expert for service delivery for a total IFM offer.
Compliance, Environmental, Health & Safety and Risk Management

· Managing vendor compliance in line with Sodexo's procedures.
· Conduct on site quality standard audits 
· Conduct on site safety walks 
· Ensures self and team are and remain aware, qualified and competent in all aspects for relevant services at site – especially including all services directly affecting the clients own regulated activities 

People Management/Leadership

· Coaching onsite operations teams to delivery standards in a safe and compliant manner




	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.

	
· Meeting mobilisation timelines
· Agree and deliver on site support tasks





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

	· Considerable experience in a cleaning leadership role 
· Experience of delivering soft services across one or more sites
· Experience in delivering training  
· Familiar with operational excellence techniques/philosophy 
· Strong communication 

Desirable / Supporting Technical & Catering Qualifications and Competencies:

· Experience in pharmaceutical, clean room/ aseptic rooms or FMCG industry sectors 
· Soft Services qualification and/or experience 




	8.  Competencies – Indicate which of the Sodexo core competencies and any professional competencies that the role requires

	




	9. Management Approval – To be completed by document owner.

	
	Version
	

	Date
	

	Document Owner
	







	10. Employee Approval – To be completed by employee.

	This job description is intended to give the post holder an appreciation of the role envisaged and the range of duties and responsibilities to be undertaken. It does not attempt to detail every activity. Specific tasks and objectives will be agreed with the post holder at regular intervals.  The post holder will be required at all times to perform any other reasonable task, as requested by the Line Manager in order to meet the operational needs of the business.

I can confirm I have read the full content of my job description and understand the requirements of this role: 

	Employee Signature
	


	Date
	






image2.jpeg
*
sodexo





