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JoB description
	Position Title
	Contract distribution, logistics and support services manager
	Department
	Distribution, logistics and support

	Generic Job Title
	TBC
	Segment
	Defence

	Team Band
	Band B / I1
	Location
	Colchester garrison

	Reports to
	Contract Director
	Office / Unit name
	Colchester


ORGANISATION StRUCTURE
Organisation structure
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Head of Talen
Job Purpose 
· Full P&L accountability for contract distribution, logistics and support services including all admin (support), QM services and cleaning teams.
· Accountable for delivery of service excellence SLAs in all distribution, logistics and support services
· Operational interface between the distribution, logistics and support services client(s) and the Contract director

· Provide direction and expertise to all distribution, logistics and support services operating areas by promoting Sodexo strategies and best business practices in order to uphold the company mission and values

· Lead, develop, manage and motivate a high performing team to the agreed standards ensuring that the client receives services of the highest quality

· Support the Contract Director in the development of business strategy for distribution, logistics and support services in line with current and emerging client needs

· Contribute to distribution, logistics and support services development plans, as well as supporting the change management process and associated Service Levels Agreements (SLAs) ensuring risks are mitigated

· Drive innovation and continuous improvement of people, systems, processes and services

· Support the business development and regional management  teams as a distribution, logistics and support services subject matter expert to identifying opportunities with other clients to maximise profit and growth

Accountabilities or “what you have to do”
Growth, client and customer satisfaction

· Deliver Sodexo applicable service offers drawing upon the Centres of Excellence where appropriate and supporting the Contract Director to recommend service solutions and improvements for clients in all distribution, logistics and support services
· Identify organic growth opportunities through innovation and new initiatives within existing business

· Sell additional services and increase revenue growth of the contract through integration, innovation and efficiencies within distribution, logistics and support services.
· Lead and manage distribution, logistics and support services department heads, i.e. support, leisure, cleaning and QM services to ensure the ongoing strategic development to generate new business opportunities

· Manage senior clients expectations around the future development of distribution, logistics and support services
· Ensure contracts are performing within the agreed SLAs at all times to meet Sodexo commitments

· Ensure that all distribution, logistics and support services are operated within their contractual and service excellence terms and standards, as well as being delivered in a cost effective way
· Develop strong long term client relationships with multiple clients and in line with Clients for Life (CFL) philosophy to enhance the retention of current clients and customers, gain referrals for new business and attract new clients and customers.

· Develop and retain existing client relationships through monthly meetings and quarterly reviews, using the full CFL process

· Monitor KPI reporting, reviewing contents of client meetings and reviewing/monitoring service department manager performance in client retention

· Deliver Clients for Life development plans and increase client retention/growth for distribution, logistics and support services
· Host existing and prospective client visits to distribution, logistics and support services departments
· Ensure that distribution, logistics and support services operates within the commercial and legal terms and conditions of the contract for distribution, logistics and support services
Rigorous management of results

· Manage the distribution, logistics and support services P&L to maximise profit and control costs and ensure that sales targets and budgets are met 
· Maximise the profitability of the contracts and manage costs within distribution, logistics and support services, ensuring that costs and expenditure are controlled in line with budget, utilise nominated suppliers and maximise labour productivity in line with the company’s models, policies and procedures.  

· Ensure forecasts are completed and track performance against budget taking appropriate actions to manage the P&L in line with contract SLA’s. 

· Ensure each distribution, logistics and support services department has a unit business plan, prepare and control the budget each year linked to the overall segment business plan and strategy of the segment – ensuring it is reviewed regularly, measuring key objectives and goals.  Ensure key members of the team are briefed on their role in the delivery.

· Ensure stock is managed by the implementation of accurate stock counts and fixed asset and cash handling audits in line with the procedures set out in the unit business health check

· Review purchasing information to ensure the most effective purchasing process is being undertaken

· Ensure that Sodexo accountancy practices and controls are adhered to at all times and implement audits in all areas of guest services to ensure that department managers are following the correct processes and procedures such as accurate and timely client billing.

· Carry out in-depth reviews with each distribution, logistics and support services department manager at the end of each period to discuss their department financial performance. Ensure any variances are acted on in an appropriate way.

· Understand and apply Sodexo resource management principles, tools and processes to manage labour effectively in all guest services departments
· Monitor and review service delivery against the contract SLA and Sodexo operating procedures and best practices and drive improvements through continually seeking ways to enhance quality through innovation and cost efficiencies

· Effectively manage any suppliers and sub-contractors 

· Facilitate effective communications between the contract management team and the operations teams

· Ensure all Safeguard administration is completed as required.  Lead where appropriate, and take part in management and employee briefings to deliver safety information to include; Food Safety, Health and Safety, Fire Safety, First Aid and any statutory, client or venue specific safety requirements

· Ensure the business complies with all Company and client policies and procedures/site rules and statutory regulations and that licences and qualifications are met and retained and consequences managed appropriately.  
· Ensure that required audits such as Unit Business Health Checks are completed to monitor that the correct standards are achieved for these and other audits such as mystery shops etc. 

· Ensure all company systems such as Eprofit, accountancy and UDC payroll are applied correctly on site and that payroll is administered for establishment staff and casual workers in line with their terms and conditions

· Make commercial decisions in reaction to market changes to maximise revenue and discuss business performance with key stakeholders

· Evaluate financial performance and develop action plans to improve e.g. aged debt profile, stock management 

· Where relevant, ensure correct usage and cleanliness of equipment, reporting defects as required

· Where relevant, ensure maximum security of the site, e.g. kitchen, stores, office, safe and cash handling and adhere to all relevant Sodexo policies and procedures

· Process payroll in a timely manner and within company policy 

· Have a broad understanding of all Sodexo risk, reporting and governance processes; ensuring compliance with all Sodexo, client and on–site policies and procedures/systems and statutory regulations and ensure that licences and qualifications are met and retained and consequences managed appropriately 

· Ensure compliance with nominated suppliers in line with Sodexo policy. (to gain best value market prices), labour management and forecasting performance against budget, audit controls etc

· Ensure client and customer monthly billing and invoicing is carried out correctly and traded via E-prophit or associated systems in a timely manner (i.e. weekly/monthly)

· Ensure the risk register is completed and business continuity plans are up to date and can be implemented when needed and implement any actions arising from the risk register and drive continuous improvement

· Liaise with the central quality team to ensure quality assurance, best practice and compliance standards

Leadership and People Management

· Recruit, induct, motivate, manage, train and develop all employees following Sodexo HR policy and guidelines

· Coach and manage employees using the Sodexo performance review processes, talent development and succession planning.

· Apply Sodexo people management processes, policies and procedures to project a high support, high challenge performance management culture that motivates an engaged workforce
· Role model the focus on five behaviours to improve engagement, enhance performance and retain Investors in People accreditation and coach  general services managers to ensure that these principles are embedded within the business, corporate messages are communicated to the teams and a high level of engagement is maintained to promote  a high performing workforce
· Coach business managers to develop and grow strong relationship with clients and customers to ensure a profitable long term partnership

· Provide support to distribution, logistics and support services managers to develop their teams and encouraging them to develop innovations for the business

· Lead remote teams effectively using appropriate communication and developing an engagement strategy
Innovation and Change

· Continuous professional development in industry/specialism

· Continuously seek ways to enhance quality through innovation and cost efficiency by monitoring performance against existing standards.

Brand Notoriety

· Promote Sodexo as the preferred employer, internally and externally, adhering to the Sodexo recruitment policies and raise the profile of Sodexo in local communities, building relationships with key stakeholders 

· Promote the health and well-being of employees 

· Live the Sodexo values and promote brand standards as an ambassador.

· Drive all aspects of service excellence across the business area including brand integrity, quality, compliance, Sodexo’s corporate social responsibility and service standards. 

Planning and Organising

· Plan and prioritise workload and tasks effectively for self and others to minimise reativity, maintain a work life balance and ensure the right number and calibre of personnel are allocated to logistics tasks

Key Performance Indicators (KPIs) or “What it will look like when you are doing the job well”
· Compliant delivery and performance of contracted services as measured through performance management systems and monthly management information reports 

· Business is achieving financial objectives (profit and cost controls) in line with unit budget and business plans and delivering on-site services to the standards/SLA(s) in the contract.  
· Business, contract delivery and client risks managed in controlled and structured manner and service standards across the site are in line with or above client’s expectations and reviewed on ongoing basis
· Unit costs are controlled and cross department efficiencies are developed in terms of labour and variables.

· Positive team culture and high levels of productivity and employee engagement are demonstrated with all team members working together to support the business area as required and maintain Investors In People accreditation.

· A positive working relationship with the client is clearly evident
· The fixed term and casual labour pool is managed in line with any labour productivity projects and through liaising with other departments and is flexed dependant on the needs of the business on a weekly basis.

· A proactive attitude to continuous improvement is visible with regular meetings to review service delivery and SLAs including service styles and menu offers as well as positive customer feedback, ensuring that the whole team is engaged in this process.

· Open, two way communications between all guest services departments is evident.

· Information regarding accounts is readily available, with ongoing actions plans in place that are constantly under review.

· All operational audits are passed by the unit – Safeguard audit and Unit Business Health Check 

· Formal client and industry recognition (awards) for services delivery, innovation, continuous improvement etc

· Creation of internal networks and forums for sharing best practice at technical, business, sector and client levels 

· High performing on-site team, demonstrated through the effective implementation of Focus on Five, Employee Performance Review (EPA) and talent processes and staff engagement surveys 
· Retention of Investors in People Accreditation
	Dimensions 

	Financial
	£10m

	Employees
	7 direct reports 216 indirect reports

	Customer Service
	


Competencies

	· Client Growth and Customer Satisfaction
	· Innovation and Change

	· Rigorous Management of Results
	· Brand Notoriety

	· Leadership and People Management
	· Planning and Organising

	· Analysis and Decision Making
	· 

	· Industry Acumen
	· 


Skills, Knowledge and Experience

 Essential

· Experienced in using Microsoft Office
· HNC or relevant industry qualification
· Previous experience of operational management in a similar environment, including distribution, logistics and support services management.
· People management experience
· Ability to interpret and utilise financial and commercial information
· Excellent communication skills

· Achieve set, standards and operate to performance criteria; for example health and safety, hygiene
· Able to manage multiple workloads and shifting priorities

· Positive approach to learning in role and identifying own training needs as appropriate

· Self motivated and able to work on own initiative within a team environment 

· Experience of delivering training
Desirable

· IOSH managing safely qualification
· CIEH Level 3 qualification

· Experience of managing conflicting expectations of the client and consumer within one business area

Contextual or other information

· Occasional travel and overnight stays will be required to undertake training and other business requirements
Will be required to obtain SC security clearance
· To relieve and assist in other establishments in certain circumstances.

· To attend meetings and training courses as requested.

· 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. 

	Version
	V1
	Date
	01.02.2015

	Document owner
	Victoria Smith
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