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	Position Title
	Supervisor
	
	Department
	Catering
	

	
	Generic Job Title
	
	
	Segment
	Education
	

	
	Team Band
	
	
	Location
	London
	

	
	Reports to
	General Catering Manager
	
	Office / Unit name
	UCL
	

	

	
	Organisation structure

    SHAPE  \* MERGEFORMAT 




	

	

	
	Job Purpose

Reporting to the General Catering Manager and Assistant Retail Manager, to manage the front of house team to provide excellent customer service in all aspects of services provided to the client and Sodexo satisfaction and in accordance to SLAs

	

	

	
	Accountabilities or “What you have to do”

· To manage all aspects of service preparation and presentation to company standard
· Provide and efficient and friendly service to customers, serve customers in a timely and efficient manner

· Ensure counters, service and eating areas are stocked, well presented, clean and tidy at all times

· Ensure all areas in Sodexo control are clean and hygienic at all times, carry out and direct tream to carry out cleaning duties as per cleaning schedules or as directed
· To be responsible for fair scheduling of work within the team and managing direct reports time keeping, breaks and behaviours as per company policies

· Assist in managing, training and development of staff in both day to day tasks and out of unit training

· Hold daily briefs and be part of weekly huddles and management meetings as required
· ‘Walk the customer journey’ regularly during shifts to ensure high standards of customr satisfaction, listening to customer needs and bringing suggestions and ideas to improve service and offer, keep up with latest trends in the market and local offers.
· Comply with all Company and Client policies and procedures, statutory regulations relating to your work place, this will include but not limited to fire; health and safety; food hygiene; working safely; CoSHH.

· Complete all records as directed accurately and in timely manner
· Manage stock control and ordering, reducing waste and driving sales

· Operate till and check floats and cash up as directed
· Assist with daily and weekly trading as required

· Ensure the safety and security of company and client property and money

· Report all complaints and compliments to line manager, taking action where practicable
· Report any incidents of accident, fire, theft, loss, damage, unfit food or other irregularities to line manager, taking appropriate action where possible.
· Actively promote a flexible working culture between areas and staff, both self and direct reports taking initiative in collegues absence from work area and covering where required 

	

	


	

	
	Key Performance Indicators (KPIs) or “What it will look like when you are doing the job well”

·  Delivery of consistant service with satisfied customers, no complaints, positive feedback
·  Clean and tidy environment
·  Counters and service area well stocked and pleasing to the eye
·  A positive working environment where a one team culture is evident and actively followed

·  Relevant company and external audits passed

·  Direct reports fully trained and relevant Passports completed


	

	

	
	Dimensions 


	

	
	Financial
	
	

	
	Staff
	
	

	
	Other
	
	

	

	
	Knowledge, skills and experience

Essential

· Barista trained

· Customer focused
· Good communication skills

· Organised and tidy
· Punctual
· Team focused
· Ability to use own initiative

· High standard of personal hygiene and appearance

Desirable

· Financial awareness
· Food hygiene certificate

	

	

	
	Contextual or other information

· Any reasonable request from a member of the Sodexo management team 
· To assist in special functions as requested, some maybe outside normal working hours or a different venue

· Attend any training and meetings as requested some of which may be outside your normal working hours or at a place which is not your normal place of work

· To cover different shifts where practicable, some which may be short notice 


	

	

	

	Signed
	
	Date
	

	Name
	


�


Job Description





General Catering Manager





Retail Assistant Manager





Supervisor





Retail Team









