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	Post Title: Catering Retail Supervisor 

	Post Reference:
	

	Summary of the Role: 

The Catering Retail Supervisor is responsible for the daily co-ordination of staffing and service delivery of the Retail Services for SCL CDD Services within prescribed budgetary limits, providing a comprehensive, high quality, cost effective and safe service to patients, staff and visitors and external contracts which is responsive to their changing needs.

To provide day-to-day supervision to operational staff and to ensure that all retail units and hospitality is developed and maintained to meet and excel the retails present and future expectations and to ensure commercial profitability of all retail outlets and exceed financial targets.
 
The post holder will assist for the recruitment selection, welfare and disciplinary procedures relating to staff and also the facilitation of induction programmes and ongoing staff training and developing, ensuring the highest standards of food hygiene safety, food quality, cleanliness standards, leadership and health & safety is achieved and that these standards are maintained through the development of monitoring systems, policies, procedures, carrying out risk assessments and action planning. Working with the Catering Retail Manager is also responsible for responding to and monitoring complaints regarding the retail services. 
 
	Reports to:

Catering Retail Manager 


	
	Working Relationships & Contacts 

Key relationships include:

· Head of Facilities 
· Catering Manager 
· Food Services Manager 
· Food Production Manager 
· Associate Director of Facilities
· Senior Managers
· Business Support Unit Staff
· CDDFT Staff
· Professional & Regulatory bodies and external advisors
· QE Facilities






	Key Responsibilities
	

	Service Delivery

· In conjunction with the Catering Retail Manager responsible for ensuring retail users are offered a choice or nutritious meals and snacks, appropriate for their health needs and religious dietary requirement whilst ensuring that all national policies relating to NHS Catering are adhered to.
· With support from the Catering Retail Manager ability to analyse sales figures and forecasting future sales volumes to maximise profits and knowledge for analysing and interpreting trends to facilitate future planning.
· Ensure food service and production complies with all current policies and procedures including Critical Control Point 6 (CCP) within HACCP and control of allergens.
· Ensure high standards of food service from point of purchase to meal preparation, cooking and service, ensuring quality control process throughout.  
· Proactively manage to ensure high standards of cleanliness and working practises are maintained within areas of control to ensure food hygiene regulations are always met.
· Report promptly and take action to investigate and address food hygiene safety breaches, including the failure of monitoring systems, policies, procedures, equipment and human error.
· Provide a safe physical working environment for all staff, patients and visitors within areas.  
· Ensure equipment is properly maintained and serviced and orders aids via Cardea to maintain staff safety such as clothing and personal protective equipment. 
· Ensure regular updates are carried out in guidance to the requirements of EHO inspections.
· To manage the retail stores ensuring that products are purchased in a timely manner to the correct specification and price.
· Ensure effective stock ordering receipting and authorising using the Cardea ordering system.
· To ensure that all retail areas including vending are compliant with all CQUIN targets and documented evidence is produced.
· Keeping accurate financial records ensuring best value is achieved.
· Acting on data from the clerical office responsible for the monitoring of price changes to existing contracts with external suppliers.
·  In conjunction with the Catering Retail Manager be involved in developing monitoring systems, policies, procedures to ensure quality control and carrying out risk assessments and action planning to manage risk.  
· In conjunction with the Catering Retail Manager implement effective management arrangements that ensures SCL/CDDS secures maximum quality and value for money from the Services operated under a facilities Management agreement
· Responsible for the maintenance of the Information Asset Register and be aware of the General Data Protection Regulations (GDPR)




Communication
· Communicate and disseminate information and guidance throughout the department specific to Retail and wider CDDS activities.
· Develop effective working relationships with key stakeholders to include other Facilities leads and the retail staff 
· Ensure effective systems for monitoring, investigating and responding to complaints relating to Retail services within CDDS.
· Provide advice regarding food safety legislation and standards, including risk assessments 
· In conjunction with the Retail Manager liaise and actively manage the implementation with key individuals, in respect of relevant modernization/reform projects 

Human Resource Management
· Responsibility for the supervisory of all staff groups within the department, including the delegation of work, organisation of working rotas, signing of time sheets, and authorisation of overtime, leave and special leave.
· In conjunction with the Catering Retail Manager responsible for workforce planning including current and future workforce needs.
· In conjunction with the Catering Retail Manager assist with the recruitment and selection of all staff within prescribed budgetary limits.
· Responsibility for facilitating induction and orientation programmes for newly appointed.
· In conjunction with the Catering Retail Manager responsible for developing teams to enhance performance and service delivery in the workplace, through team appraisals and performance reviews.
· In conjunction with the Catering Retail Manager responsible for individual staff appraisals and probation/performance reviews, ensuring that all staff have personal development plans to maximise individual potential to meet the department and Trust’s aims and objectives.  
· In conjunction with the Catering Retail Manager responsible for investigation and disciplinary procedures relating to staff, including sickness, poor performance and absence interviews.
· Responsibility for maintaining accurate records and management of all staff personnel files.  

             Development

· Carry out audits and customer satisfaction surveys to inform service improvements in response to customer needs.
· Take the lead role in retail customers satisfaction survey’ using data collated from the monthly cards and formulate a monthly report for the Catering Retail Manager
· To assist the Catering Retail Manager in contributing to the departments business plan.
· Work in partnership with other statutory agencies and Trust departments to ensure monitoring systems, policies and procedures are developed and implemented in line with the management of food hygiene e.g.  Working in partnership with local authority EHO’s.
· Pro-actively manage with the Catering Retail Manager change to working practices, manage conflict and culture change in retail


	Job Dimensions


	
Provide Trust wide and CDDS professional supervisory leadership and operational control to the following groups of staff:

Regeneration/Chefs 
 Retail catering staff 

In conjunction with the Catering Retail Manager proactively manage the budgets for services within the remit of this post, ensuring that expenditure remains within agreed limits and strategies for resource utilization.


· The post holder will support the Catering Retail Manager in providing high quality reports regarding retail

· To work with the Catering Retail Manager to ensure that action plans from safeguards, complaints and claims are implemented and learning disseminated to ensure continuous improvement.

· The post holder will report to the Catering Retail Manager any issue or identified trend that might affect the provision of Retail services.

· The post holder will be expected to provide professional advice to staff within the department and advise the Catering Retail Manager of technical and environmental issues in relation to areas of responsibility.

· The post holder in conjunction with the Catering Retail Manager will be expected to proactively manage the budgets for services within the remit of this post, ensuring that expenditure remains within agreed limits and strategies for resource utilisation.

· The post holder will be responsible for the prompt and thorough investigation of all complaints received from customers, regarding relevant Services, taking remedial action where appropriate.

· The post holder will be expected to undertake the lead for any projects as delegated by the Catering Retail Manager.

· The post holder will provide direct support to the operational staff members within their remit.















	Person Specification:
(Please state Essential (E) or Desirable (D) 


	Knowledge and Skills
Knowledge of the catering sector(E)
Natural and enthusiastic staff member with ability to motivate and develop staff. (E)
Ability to support staff through periods of organizational change (E)
Proficient IT skills (E)
Human resource management skills(D)
Knowledge of SCL and Trust’s policies and procedures, particularly HR management policies and procedures and to be able to advise other staff) (D)

Knowledge of Data Protection and Caldicott Principles and demonstrate understanding of confidentiality and the associated legal and policy requirements(D)












	Experience

Effective interpersonal skills (E)

Industry experience within catering and retail services (E)

Experience of compliance with NHS and catering sector (D)

Understanding of Catering sustainability (D)

Finance experience (D)

Experience in supervising/training and managing catering staff and dealing with complex staffing issues(E)



	Qualifications
Level 3 Diploma Team Leader/Supervisor or Equivalent (D) 
C&G 706/1 and 706/2 or NVQ equivalent (D)
Food Allergens Awareness Certification (E)
Level 3 Food Hygiene Certificate(E)
Level 2 HACCP Certification (D)
NVQ Level 3 Management Qualification (D)
Evidence of continuing professional development (CPD) (E)

Level 4 Food Hygiene Certificate(D)







	Core Behaviours


	· High level of integrity, openness, honesty and reliability e.g. in handling and discussing confidential information

· To commit to delivering the actions in SCL and the Trust’s Behaviours Framework

· Working together for patients

· Respect and Dignity

· Commitment to quality of care

· Compassion

· Improving lives

· Everyone counts. 

· 


· Cs of Care – can show knowledge and understanding of promoting care, compassion, competence, communication, courage and commitment within their role.

	Leadership Behaviours


	Provide leadership in promoting good governance through core behaviors. 
Actively encourage culture of ideas and change



This Job Description is intended as a guide to the principal duties and responsibilities for the post and should not be considered an exhaustive list. It is subject to change in line with future development of the service.
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Our NHS Values

		Our Behaviours



		

		You will see that we

		You will see that we do not



		

Working together for patients

		Patients come first in everything we do.  We fully involve patients, staff families, carers, communities and professionals inside and outside the NHS.  We speak up when things go wrong.

		· Will think of our patients first

· Are proud of where we work & our role in delivering the services we provide

· Provide clear, open, honest & timely information

· Keep people informed – give regular updates where possible

· Work as an effective team, pull together & include everyone

· Admit when we get things wrong, tell patients & their families & learn from this

		· Work within our own teams only, forgetting we are part of a wider organisation for the benefit of patients 

· Set unrealistic expectations or make false promises

· Withhold useful information or forget to pass something on

· Put up barriers to communication & team work



		



Respect & Dignity

		We value every person – whether patient, their families or carers, or staff – as an individual, respect their aspirations and commitments in life and seek to understand their priorities, needs and limits.

		· Introduce ourselves, explain our role & listen to you

· Be polite, courteous & friendly 

· Respecting others differences

· Value people’s privacy & dignity

· Make eye contact & talk to people directly, using their preferred name

· Respect the environment we work in

		· Put our own priorities before those of patients or colleagues

· Be rude, abrupt, shout or insult people

· Undermine people’s dignity through actions or words 

· Talk about people as though they are not there or don’t understand

· Avoid people who need help

· Tolerate aggressive behaviour or bullying of any description – from each other, patients or visitors



		



Commitment to Quality of Care

		We earn the trust placed in us by insisting on quality and striving to get the basic of quality of care – safety, effectiveness and patient experience – right every time.

		· Are competent & professional at all times

· Are open & honest, learning from experience

· Are clear about our roles & responsibilities

· Accept responsibility & hold each other to account for our actions

· Act on concerns & challenge poor services or behaviours

· Seek out best practice and share it

· Avoid duplication & waste

		· Let professional registration lapse or fail to keep up with CPD

· Absolve responsibility, pass the buck

· Wait to be chased

· Dismiss new ideas, refuse to try

· Ignore or condone bad behaviour or poor practice

· Ignore research or evidence based practice



		



Compassion

		We ensure that compassion is central to the care we provide and respond with humanity and kindness to each person’s pain, distress, anxiety or need.

		· Show care & compassion

· Support & empathise with others

· Stop to help others, take the time to help

· Listen to each other & our patients

· Be open & honest with patients about their condition & support them to make difficult decisions

		· Make excuses for lack of compassion

· Hold inappropriate or personal conversations in public areas

· Use closed body language, show irritation, be unapproachable



		

Improving Lives

		We strive to improve health and wellbeing and people’s experiences of the NHS.

		· See people as individuals, see the whole person & their individual needs, respecting their beliefs & ideas

· Be innovative & creative, look for solutions

· Support people to reach their potential

· Support each other to have a good work/life balance & healthy lifestyle













		· Make it difficult for people to access the right services at the right time

· Be judgemental, patronising, making inappropriate generalisations or assumptions



		

Our NHS Values

		Our Behaviours



		

Everyone Counts

		We maximise our resources for the benefit of the whole community, and make sure nobody is discriminated against or left behind.

		· Understand each others’ skills, roles & responsibilities & respect everyone’s contribution

· Encourage people to raise their concerns

· Promote & reward innovation

· Say thank you when others help us

· Value the experience & knowledge of other team members

· Include all team members in service developments – everybody has a valid opinion



		· Undermine colleagues, be spiteful or talk about people behind their back

· Say one thing and do another

· Be disinterested in other people’s aims, skills or ideas
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