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Assistant domestic Manager - 
Job description AND PERSON SPECIFICATION

	Position Title
	Assistant Domestic Manager
	Department
	Domestic Services

	Generic Title
	Assistant Domestic Manager

	Reports to
	Domestic Manager

	

	Job requirements

	· Maintain a clean and hygienic patient environment in line with the National Specifications for Cleanliness, Trust and Sodexo policies and procedures, KPIS and contractual obligations
· Deputise for the Domestic Manager in their absence.

· Lead and motivate a team of domestic cleaners and domestic supervisors and ensure they are working to clear objectives and to a clear strategy 
· Assist in the control the deployment of labour and the consumption of materials and consumables
· Deliver a high quality, timely, responsive, cost-effective and pro-active domestic service that meets the needs of our service users
· Be courteous, helpful and efficient, ensuring high standards of customer care and demonstrating commitment to a positive patient experience
· Seek to raise standards, improve service quality and develop innovative service solutions, by close performance measurement of all people within your team.

	Job purpose

	· Ensure patients receive care in an environment that is clean, safe, caring and welcoming all of the time

· Ensure the highest possible standard of cleanliness for all our service users 

· Ensure that the risk of healthcare associated infections are minimised
· Manage and deliver a domestic cleaning service that meets contractual obligations and KPIs and is compliant with Trust policies and procedures


	Accountabilities

	Role specific duties
· Ensure a high quality domestic service is delivered in an efficient and effective manner, managing costs at all times
· Effective leadership of a domestic cleaning team, including daily performance measurement and feedback to the team
· Manage a domestic service budget; identifying and implementing cost saving opportunities, including ensuring that the budget is positively managed and meets forecast expectations
· Maintain effective, meaningful, positive, & clear communication with ward managers, matrons and service users
· Management lead for infection prevention and control and PLACE
· Manage the controlled issue of cleaning materials, consumables and equipment

· Manage third party suppliers of services e.g. pest control, window cleaning, washroom services

· Develop relationships with core suppliers and Sodexo support functions to improve and develop service delivery
· Develop and implement a training programme for the domestic cleaning team in-line with personal development plans and business needs
· Manage the appraisal process of the Domestic team to ensure all people are offered the opportunity of a quality appraisal in line with the Sodexo goals and vision
· Ensure the domestic team complies with Trust and Sodexo policy and delivery of patient promises
· Manage and develop a programme of cleanliness monitoring and auditing and develop and manage action plans to rectify procedural failures  

· Review available data from activity reports, benchmarks etc. to develop and implement service improvements

· Develop policies and procedures to improve service delivery and manage the implementation of these
· Build and maintain relationships with employees, service users and Trust management 
· Use reward and recognition tools
· Mange team recruitment

· Interview and welcome new employees
· Analyse and communicate your team’s performance 



	Customer care

· Communicate in a polite, clear and timely manner with customers

· Demonstrate a caring, compassionate and positive attitude to patients, staff and visitors at all times

· Work as team with Sodexo managers, supervisors, client employees and colleagues

· Listen, empathise and work diligently to answer any queries raised by patients, visitors and employees

· Dress in the correct uniform , inc. name badges, and appear professional at all times 

· Display professional conduct and protect patient’s privacy and dignity 

Compliance to policies and procedures

· Participate in the required Company and Trust training programmes in line with the development of the post and as agreed with the line manager as part of personal development plan
· Complete all audit and quality monitoring documentation as required

· Maintain patient confidentiality at all times
· Adhere to all legislation and Sodexo and Trust policies & procedures

· Ensure the adherence of all policies and procedures by the domestic cleaning team
· Minimise the risks of infection to patients and employees in accordance with national and Trust infection prevention & control policy

· Encourage teams to participate in required Company and Trust training programmes

· Monitor and develop the professional conduct of the domestic cleaning team

· Identify and report ideas for continuous improvement
Health & Safety
· Take care of personal safety and the safety of others
· Report any health & safety concerns to management

· Use all equipment or personal protective equipment in the appropriate manner

· Report any accidents or near misses to the appropriate management and complete the appropriate 
incident/accident report forms

Communication

· Engaging with the domestic team; sharing knowledge and best practice

· Develop an effective client relationship, working in partnership to develop the domestic service and proactively meeting and exceeding expectations.  Ensure the clients’ needs are communicated effectively.
The duties of this post are not exhaustive and may be reviewed and amended as necessary in 
accordance with a changing environment.


	Key Performance Indicators

	· Deliver a consistent level of service, within the Company’s standards to the contract specification and agreed performance, qualitative and financial targets

· Comply with the Trust, Company and statutory regulations relating to Safe Systems of Work, health & safety, hygiene, cleanliness, fire and COSHH
· Contribute to the continual improvement of the domestic service

· Achieve target cleanliness scores

· Achieve high (upper percentile) scores related to cleanliness in all patient surveys, PLACE assessments, CQC inspections

· High levels of patient and service user satisfaction
· Engagement scores above 50%

· Sickness absence below 4%

· Efficient and economic use of labour, without premium rate overtime 

· Month on month improvement in service failures and penalties
· Month on month improvement in patient satisfaction scores

	Person specification

	
	Essential
	Desirable

	Qualification
	· BICSc CPSS or related  NVQ
· Health & Safety
	· Institute of Environmental Health Officers Basic Food Hygiene certificate

	Experience
	· Minimum 5 years experience in a cleaning team, dealing with waste, smells, bodily excretions and dirt
· Minimum 4 years supervisory experience of a diverse workforce in service environment
· Previous experience working in a healthcare environment
· Managing a client relationship


	· Previous experience working in a customer facing role
· Project management

· Implementation of innovation and improvement projects

· P&L management



	Behaviours
	· Show empathy, care and compassion (C)

· Ability to communicate effectively with patients, visitors, colleagues, clients (C)

· Ability to work independently, flexibly and professionally  – dealing with stressful and changeable situations (A)
· Good time management and organisational skills (A)

· Ability to respond quickly to problems (A)
· Ability to adhere to instructions, standards and procedures (A)

· Ability to build relationships and show respect for other people (R)

· Positive attitude and enthusiasm (E)

· Ability to work as part of a team (S)

· Excellent customer service skills (S)
	

	Physical capability
	· Physically able to push a cleaning trolley and move light furniture
	

	Knowledge
	· Good standard of literacy and numeracy
· Computer literate
· Project management skills
· Change management skills
	

	This position requires a satisfactory criminal record check
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