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JOB DESCRIPTION

porterage Team Leader
	Position Title
	Porterage Team Leader
	Department
	Porterage

	Generic Job Title
	Team Leader
	Segment
	Corporate

	Team Band
	unbanded
	Location
	Leonardo Helicopters

	Reports to
	SSM
	Office / Unit name
	Yeovil





Job Purpose
· To manage the Porterage Team to plan and deliver a high level standard of porterage, to the client specification  

· To be responsible for the health, safety and wellbeing of the operatives within your specified team.  
· To line manage, mentor, motivate and train the porterage team to ensure KPI’s and output is maximised.

· To support and assist the wider Soft Services Teams where work load allows.

Accountabilities or “What you have to do”

· Undertake all required training in relation to all aspects of Soft services delivered to the client, as requested.

· Wear the company uniform at all times whilst at work 

· Wear any items of personal protective equipment, as specified by the manager 

· Comply to all client policies / procedures in relation to housekeeping/infection control/ security

· Ensure that all requirements in relation to COSHH are adhered to, as specified by the cleaning manager 

· Conduct all required training with operatives in relation to operational/ legal / client / requirements 

· To report all faults.
· To report all building defects to the help desk
· To deliver staff team briefings, as required

· To attend team / client meetings, as required  

· To collate information in relation to payroll, output, job tasks, as required.

· To complete all related administration, as specified by the SSM
· To meet and liaise with the specified client contact, as directed by the SSM
· To manage the ordering and distribution of Porterage stock including furniture inventory
· To undertake audits in relation to service delivery / offer compliance, as requested.
Key Performance Indicators (KPIs) or “What it will look like when you are doing the job well”
· No justifiable complaints from building users / client staff within your scope of works

· No issues and concerns highlighted in relation to health and safety

· All staff trained to the required standard

· All faults and defects addressed within agreed timescales

· All administration completed within agreed timescales 

Knowledge, skills and experience

Essential

· Computer literate including Outlook and Excel applications



· Basic numeracy / literacy skills 
· Clean driving licence

· Team leader experience – minimum 2 years

· People skills

· Ability to work to deadlines and under pressure

· Fit and healthy – lifting and moving items is part of the role. 
Desirable

· NVQ 3 Supervisory Skills
· Time scale planning and appraising

· D.I.Y skills

Name/Signature …………………………………………………………………

Date………………………………………….
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