[image: A plate of food and a note

Description automatically generated]




		ROLE PROFILE 

	Job title
	Skille Hygiene Operative
	Date
	

	Business
	Samworth Brothers Meals

	Department
	Hygiene

	Location
	Kettleby Foods

	ROLE SUMMARY 

	Job Description
This Job Description is a guide to the work you carry out.  It may be changed to incorporate changing circumstances and organisational needs within the business.
This Job Description does not form part of your Contract of Employment.
Competences/Training
The Hygiene Operative must have successfully completed the following training:
1. Manual handling.
2. The relevant SSOW.
3. COSHH.
4. Other training as specified in the training matrix.
Level/Grade
There are 20 Night Hygiene task-dependant level 4 roles, all others are level 3, with x 6 supporting level 2 roles.
In-Shift Hygiene tasks are level 3, with x 5 supporting level 2 roles.
Health and Safety Responsibilities
All Employees have a legal responsibility for:
1. Their own Health and Safety at Work.
2. The Health and Safety of others.
3. Working in a safe manner and following the documentation provided.
4. Ensuring all chemicals are handled and used correctly, in accordance with the relevant COSHH assessment.
5. Ensuring they do not misuse or interfere with anything provided for Health and Safety purposes.
6. Cooperating with their employer regarding Health and Safety.
You must report all accidents, instances of occupational ill health, incidents & near misses to Supervision/the Mitie Site Manager. 
General 
1. Maintain a safe and professional approach while working on site.
2. Ensure all allocated tasks are completed to the correct frequency & a high standard.
3. Comply with all documentation and systems relevant to your position within the company, e.g. ensuring cleaning sign off records are fully & correctly completed.
4. Ensure all the required documentation is fully and correctly completed.
5. Comply with all reasonable requests from Supervisors/Managers.
6. Comply with all Business and Client rules, regulations and policies.
7. Carry out your tasks as per the specification.
8. Report any incomplete work to management, together with the reason. 
Health & Safety 
1. Only undertake tasks in which you have been trained.
2. Ensure all work areas are maintained to a safe and hygienic standard.
3. Ensure PPE is being worn correctly & that it is returned to the storage area in a safe clean condition.
4. Ensure that you use the correct equipment and materials to carry out your tasks as per the safe systems of work.
5. Maintain the equipment in a clean, safe and working order.  If any serious faults are noted, you must ensure the equipment is placed out of use. Any faults or damage must be reported to the Site Manager.
6. Only use equipment that you have been trained & authorised to use. This includes:
a. Forklift trucks.
b. Powered access.
7. Ensure you use the correct chemical and dosing equipment as per the cleaning instruction.
8. Ensure all equipment, materials and chemicals are stored in a safe manner.
9. Comply with the material control and usage procedures in place, e.g., disposal of differing materials in the designated bins, and avoiding unnecessary waste.
10. Report hazards, near misses and poor practice to the Site Manager.
11. Never leave site at any time unless you have permission from your Manager.

Hygiene & Environmental
1. Ensure all specified areas stated on the work schedule/cleaning record are cleaned to high standard, this includes daily weekly and periodic tasks.
2. Be proactive in identifying all areas that are not to the required standard and act upon your findings.
3. Ensure the required documentation and work sheets are completed to a high standard.
Operational
1. Clock in and change into your work wear ready for work at your agreed contractual time. You must also change out of your work wear and clock out at the agreed contractual time.
2. You are familiar with the areas you clean & the requirements of the specification.
3. You have a full working knowledge of all cleaning equipment, materials and chemical agents used in the course of your work.
4. Use the correct equipment and materials to carry out your tasks as per the safe systems of work.
5. Completion of cleaning tasks as allocated by Supervision.
6. Report any incomplete work to the shift Team Leader together with the reason.
7. Always submit a holiday request form & obtain approval prior to taking holidays.

Key Objectives:
· Comply with cleaning schedules and instruction cards.
· Ensure all equipment is stripped and assembled correctly.
· Ensure the correct cleaning method is followed.
· Report any issues to the Night Hygiene Team Leader.
· Have a good knowledge and safely use all relevant chemicals.
· Correctly complete all check sheets.
· Maintain high standards of hygiene.
· Work to the department planned shift rota.
· Store cleaning agents and equipment in a safe manner away from food production areas.
Other Duties
8. Undertake other duties as required, these may be outside the normal duties undertaken & will be designed to support the smooth operation of the business.
9. Undertake overtime as required to ensure the efficient operation of the business, including weekends and alternative shifts.
10. Co-operate with Supervisors and Management to ensure the smooth operation of the business.
Team Contributions
11. Communicate effectively with all team members and respect their opinions and feelings.
12. Participate in and attend all team briefings and other meetings as required.
Personnel and Training
13. Attend all training courses as requested by your supervisor or manager.
14. Assist with the inducting/coaching of the new staff when requested.

NB: This job description is intended to give the post holder an appreciation of the Hygiene Operative role and the range of duties 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.
Further Details:
· Cleaning Instruction Cards (CIC)
Each cleaning job has been allocated a specific Cleaning Instruction Card detailing the following:
1. Description of cleaning task
2. Equipment required.
3. Chemicals to be used.
4. Detailed step-by-step description on how to complete the task.
5. List of potential hazards associated with the job that operatives should be aware of
6. The monitoring frequency and technique

The Cleaning Instruction Cards can be found in the Hygiene Office and should form the basis of all training carried out by the department.  The cards are formulated by the Hygiene Area Manager/Hygiene Trainer and updated as and when changes to chemicals or practices occur.
· Use of chemicals
· Great care must be taken when using chemicals to clean. No operatives should handle undiluted chemicals unless trained or under the supervision of a trained operative.  All staff is required to attend a basic chemical training course provided by the chemical supplier.
· Paperwork
It is essential that all related paperwork be completed daily.  The paperwork forms an important part in auditing the effectiveness of the cleaning programme.
· Safety procedures
It is essential that all safety procedures be followed.  This includes both working practices and chemical handling as outlined in the Cleaning Instruction Cards


	REPORTING STRUCTURE

	Reports to
	Hygiene Team Leader

	Direct & indirect reports
	None

	Key internal stakeholders
	Not applicable

	Key external stakeholders
	Not applicable

	KEY ACCOUNTABILITIES  AND RESPONSIBILITIES 

	

	QUALIFICATIONS, EXPERIENCE, TECHNICAL SKILLS / KNOWLEDGE

		Person Specification

	Requirements
	Essential
	Desirable

	Educational Attainment
	
	Passes in GCSE English and Mathematics (Or equivalent).

	Knowledge required
	
	Basic Food Hygiene,
COSHH.

	Experience required
	
	Hygiene duties in a High Care environment.

	Skills and aptitude required
	To be able to work on own or as part of a team.
To be able to read and write in English.
To be physically fit.
	To have a mechanical aptitude.




	Personal qualities required
	Reliability.
Flexibility.
	Ability to work to tight deadlines.




	CORE COMPETENCIES, ATTRIBUTES & BEHAVIOURS FOR SUCCESS

	Competency
	Descriptors

	Values People
	Demonstrates the belief that people are our most important asset and central to the success of the organisation. Everybody should be treated with dignity and respect at all times.

	Customer Focus
	Demonstrates the understanding that the satisfaction of our internal and external customers is the foundation of our success

	Collaborative Team Working
	The willingness to act as part of a team and work towards achieving shared objectives through adopting best practice in line with PQP and Federalism.

	Flexibility & Adaptability
	The ability to change and adapt own behaviour or work procedures when there is a change in the work environment, for example as a result of changing customer needs.

	Initiative & taking ownership
	Steps up to take on personal responsibility and accountability for tasks and actions in line with PQP and Federalism.

	Drive for Excellence
	Knows the most effective and efficient processes for getting things done, with a focus on continuous improvement.

	Resource Management
	Effectively manages resources and cost drivers to achieve sustainable productivity and profitability.

	Technical Expertise
	Has the skills, knowledge and experience required to excel in own area of specialism and the willingness to further grow and develop.

	Self-Management
	Uses a combination of feedback and reflection to gain insight into personal strengths and weaknesses, so that own time, priorities and resources can be managed to achieve goals.
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