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JOB DESCRIPTION

Team Leader (Hygiene)
Responsible:
Area Manager


Accountable:
Senior Production Manager
Summary of Job Role

A Team Leader has responsibility for managing a team of between 15 to 30 people.  A Team Leader is accountable for the quality, efficiency and standards of cleaning in the area of responsibility through effective utilisation of both people and resources.

Main Duties and Responsibilities

Daily Responsibilities
· Participate in daily operational meetings to ensure all issues are communicated and shift changeovers take place efficiently.

· Manage absence and minor disciplinary issues including wage queries, holiday requests, etc.

· Liaise with Personnel and Area Manager on relevant people and hygiene issues.

· Communicate and liaise with other departments on all relevant hygiene issues.

· Ensure that all necessary paperwork is completed in an accurate and timely manner, e.g. training records, cleaning records.
· Day to day organization of the hygiene operatives, which will include organising job rota’s.

· Ensuring a satisfactory completion of all cleaning jobs and staff work to cleaning procedures.

· Completion of microbiological and ATP swabbing schedules.

· Completion of chemical concentration checks and chemical stocks are at the right levels.

Managing a Team

· Ensure correct staffing levels and training skills are maintained.

· Manage a team of between 15 to 30 staff at hygiene operative level.

· Maintain and improve Key Performance Indicators (cultural survey results, cleaning procedures).

· Manage staff discipline, work performance and absence issues.

· Maintain and build staff morale.
· Hold annual Hygiene Operative Personal Development Meetings (Appraisals).

· Carry out basic training of staff to include cleaning procedures and other operational procedures.

Health & Safety

· Develop and promote a health and safety culture.

· Ensure regular and consistent job rotation and risk assessments are carried out.

· Ensure swift accident reporting is carried out and accident frequency is monitored.

General Duties

· Ensure Standard Operating Procedures (SOP’s) are correctly followed.

· Ensure staff follow ‘Good Manufacturing Practice’ standards for food hygiene.

· Continuously monitor quality and ensure adherence to Hazard Analysis Critical Control Points (HACCP).

· Ensure preventative measures are taken for pest control.
· Conduct weekly briefs to communicate with staff about business and departmental issues
N.B.  List of duties is not exhaustive.

JOB DESCRIPTION
Area Manager (Hygiene)
Responsible:
Area Manager


Accountable:
Senior Production Manager
Summary of Job Role

An Area Manager has responsibility for managing a team of between 100 to 110 people.  An Area Manager is accountable for the quality, efficacy and standards of cleaning in the area of responsibility through effective utilisation of both people and resources.  The role requires flexibility as regular nightshift will be undertaken on rotational basis.
Main Duties and Responsibilities

Daily Responsibilities

· Participate in daily operational meetings to ensure all issues are communicated and shift changeovers take place efficiently.

· Manage absence and disciplinary issues including wage queries, holiday requests from Team Leaders.
· Liaise with Personnel and Hygiene Manager on relevant people and hygiene issues.

· Communicate and liaise with other departments on all relevant hygiene issues.

· Audit all necessary paperwork to ensure they are completed in an accurate and timely manner, e.g. training records, cleaning records.
· Day to day organization of the hygiene Team Leaders, which will include organising shift patterns and arranging cover due to absence.
· Monitor swabbing results to pick out any trends.

· Ensure all deep cleaning jobs are completed to a high microbiological standard.
Managing a Team

· Ensure correct staffing levels and training skills are maintained.

· Maintain and improve Key Performance Indicators (cultural survey results, cleaning procedures).

· Manage staff discipline, work performance and absence issues.

· Maintain and build staff morale.

· Hold annual Hygiene Team Leader Personal Development Meetings (Appraisals).

Health & Safety

· Develop and promote a health and safety culture.
· Organizing COSHH assessments on chemicals and other substances used by the hygiene department
· Monitor staff job rotation and carry out risk assessments to ensure jobs are done safely.
· Ensure swift accident investigation is carried out and preventative measures put in place and frequently monitored.
General Duties

· Ensure Standard Operating Procedures (SOP’s) are correctly followed.

· Conduct weekly briefs to communicate with staff about business and departmental issues.
· Day to day managing of hygiene staff.
· Responsible for managing pest control on site through external contractors.
· Responsible for managing waste disposal.
· Responsible for writing cleaning procedures for equipment in conjunction with chemical supply company.
· Managing cleaning chemicals supply to site through contractors.
· Managing protective clothing contract, including laundering of garments.
N.B.  List of duties is not exhaustive.

