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	Function:
	Digital Intelligence Hub (DIH)

	Position:  
	Supplier Co-ordinator

	Immediate manager 
(N+1 Job title and name):
	Team Leader

	Additional reporting line to:
	

	Position location:
	DIH Salford

	


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

	To manage and coordinate all third-party supplier bookings across a large UK & Ireland contract, ensuring alignment with the planned maintenance schedule and compliance requirements. The role ensures timely supplier attendance, accurate system updates, and smooth vendor payment processes while serving as the central liaison between internal teams and external suppliers.

The Supplier Co-ordinator works closely with schedulers to arrange escorting requirements for 3rd party supplier visits and supports the scheduling of Sodexo site-based resources as required. 

The role also requires contractual security clearance (SC).

	


	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.

		Revenue FY13:
	€tbc
	EBIT growth:
	tbc
	Growth type:
	n/a
	Outsourcing rate:
	n/a
	Region Workforce
	tbc

	
	
	EBIT margin:
	tbc
	
	
	
	
	
	

	
	
	Net income growth:
	tbc
	
	
	Outsourcing growth rate:
	n/a
	HR in Region 
	tbc

	
	
	Cash conversion:
	tbc
	
	
	
	
	
	

	Characteristics 
	· Staff: N/A
· Financial: N/A
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	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.

	







	





	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.

	·  Coordinating supplier attendance to meet planned maintenance schedules
· Managing communication across vendors, site leads, and internal teams
·  Ensuring CAFM updates and documentation are completed post-service
· Escalating risks from delays, miscommunication, or performance issues
·  Maintaining compliance with audit and policy requirements




	5.  Main Assignments


	
Supplier Booking Management: 
Schedule and confirm supplier attendance in line with maintenance plans. Request and track acceptance of date changes when needed.

System Updates & Documentation: 
Ensure CAFM is updated post-service and all paperwork is received and uploaded.

Finance Coordination: 
Collaborate with Finance Coordinator to ensure timely good receipting of POs for vendor payment.

Stakeholder Liaison: 
Act as the central contact for supplier-related queries. Escalate risks and performance issues to Supply Chain/Category Managers.

Supplier Relationship Management: 
Build strong relationships with critical suppliers. Diarise regular meetings to review outstanding works and systemic issues.

 Performance Monitoring: 
Track work orders daily. Chase overdue tasks and escalate delays. Create and share regular reports on supplier performance and work order status.





	6.  Job competencies (knowledge, skills and experience needed to perform this role)


	
· Strong coordination and communication skills
· Experience with CAFM systems and SAP systems
· Ability to manage multiple priorities in a fast-paced environment
· Advanced Microsoft Excel and Word skills
· Analytical mindset and attention to detail
· Proven relationship-building and influencing capabilities
· Understanding of FM service delivery and supplier management
· Commitment to compliance and audit standards
· Self-motivated, professional, and customer-focused
· Relationship building and influencing capabilities
· Demonstrated experience in implementing, evaluating, and improving business processes
· A strong commitment to Zero Harm and a strong safety culture
· Exceptional attention to detail
· Ability to deliver exceptional customer service to both internal and external stakeholders
· Self-starter with the ability to achieve results
· Experience in CMMS (Computer Maintenance Management System)






	7.  Key Performance Indicators

	· Supplier attendance aligned with maintenance schedules
· Timely CAFM updates and documentation uploads
· Reduced delays and SLA breaches
· Improved supplier performance and engagement
· Clear reporting and visibility of work order status





	.  Management Approval – To be completed by document owner

	
	Version
	1
	Date
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	Document Owner
	Claire Savage







DIH Team Leader


Supplier Co-ordinator


DigiHub Operations Manager


image2.jpeg
*
sodexo





