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JOB DESCRIPTION 
	JOB DESCRIPTION – Office services Supervisor- (OPERATIONS) 



	Job Title: Office Services Supervisor 
Department: Operations

Reporting to: Sodexo Operations Manager
Location: Hull
Hours of Work: 40 Monday – Friday 
Start Date: 1st January 2019


	JOB OVERVIEW



	Sodexo is committed to a heritage of professionalism and quality that makes us a respected supplier of integrated services in our industry.  We offer a range of contractual services to cover the most demanding of service needs.  We work with leading "blue-chip" organisations and key clients understanding the markets we serve.  Flexibility is needed in the delivery of our services, this is reflected in the operation of our organisations and the "partnering" principles customers seek.  At Sodexo, we recognise that the growth and success of our company is dependent on the people we employ and the way that they are developed and stimulated within our organisation.

The Office Services Supervisor is accountable to the Sodexo Operations Manager for the support, management and delivery of the Office Services Team. This will include compliance, statutory, contractual and company regulations and processes.

The Office Services Supervisor will ensure exemplary standards of security and customer service are provided to the client and visitors to the site at all times.



	MAIN DUTIES AND RESPONSIBILITIES



	· Comply with record retention policy by ensuring that all requisitions from the FM team are accurate and complete.

· Operate a system to ensure that all hard copy data is filed to follow both Sodexo and client procedures for audit purposes.


· Operate a system for the ordering of PPE and Work wear and cleaning consumables.


· To assist the Operations Manager in ensuring all services meet the client agreed SLA. Also assist in collating and issuing SLA data to the Group Services Manager on a monthly basis.

· To assist the Operations Manager in collating and issuing overtime requests for approval on an adhoc basis.


· Provide support for the Administration team for monthly activities, e.g. chasing supplier invoices.

· Assist the Operations Manager, when required, with raising all Purchase Order requests using SAP efficiently to meet client demand.


· Ensure effective communication with all suppliers and escalate finance issues, as appropriate.

· Provide support for other general admin duties as directed by the line manager e.g. scanning, copying and filing invoices for monthly audit purposes.

· Provide back up support and relief cover for Reception, FM Helpdesk and Mailroom duties, as agreed with line manager.  

· To handle all calls, whether Reception, Helpdesk and Mailroom in a professional and helpful manner using excellent customer service skills and a positive attitude.


· Ensure planned annual leave is authorised and has minimal affect to other services operated on site. 

· Hygiene, Health and Safety
Comply with all Company & Client policies, site rules and statutory regulations relating to Health & Safety, safe working practices, hygiene, cleanliness, fire and COSHH. This will include your awareness of any specific hazards in your work place and training of staff.

· To attend a PDR with your Line Manager and to agree and take ownership of your training and development needs.

· Attend Company and Legislative Training Courses as requested. 

· To take adequate steps to ensure the security of Company and Client property and monies under your control Maintain good client and colleague relationships.

· Ensure that all written communication represents a professional image to customers, clients and staff.

· Action customer complaints by escalating to your line manager where necessary.


·  Comply with any reasonable instruction from your line manager within the agreed deadline.

· To organise and manage ad hoc activities promptly and efficiently. 
· Undertake any other reasonable duties as required to meet the needs of the business



	Qualifications and Experience



	Essential:
· Minimum GCSE education
· SAP Training and Licence 
· Experience of manning a helpdesk line and escalating queries

· Experience in administration activities


· Excellent customer service skills

· Pleasant and professional telephone manner

· Positive and flexible approach to the role


· Good administration and IT computing skills


· Good communicator – both written and verbal

· Ability to work without supervision as well as part of a team


· Willingness and aptitude to be trained in any skills gap & positive approach to learning in role

· Self-motivated and flexible approach to role

· Good interpersonal skills and ability to communicate effectively with customers, clients, and staff


· Good time management and organisational skills

Desirable:

· SIA Front Line Guarding Licence (Training may be provided) 
· CCTV Licence (Training may be provided)


	COMPETENCIES



	· Ability to focus on best practice, will use his/her creative approach and personality to influence at all levels to meet demanding targets and deadlines.

· Good verbal and written communication skills. Able to articulate clearly and credibly with the client, senior managers and all staff. 
· Capability to work unsupervised and take responsibility 

· Aptitude to remain calm under pressure

· Smart appearance
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