
 
 

Job Profile 

1. Job Details: 
 
Job Title: Support Services Manager Band 7 
 
Responsible to: Director of Finance 

 

2. Job Purpose: 
 

 To lead the Catering, Housekeeping and Maintenance functions to support the Hospice in 
providing the highest level of care for patients and their families. 

 To provide line management of catering, housekeeping and facilities teams   
 To proactively ensure the maintenance and development of the land, building and equipment 

infrastructure via appropriate third parties 
 To ensure the provision of Health and Safety advice and guidance to the organisation in 

accordance with statutory requirements and established best practice. 

 To ensure Health & Safety compliance across Hospice premises which include the main 
Hospice buildings and shops 

 To ensure Hospice vehicles are maintained and roadworthy 

 Management of all service contracts and Service Level Agreements 
 

 

3. Duties  
 
The duties can be split into five main areas of work: 
 
Managerial  

 Manage the catering, housekeeping and facilities teams and associated volunteers within the 
Hospice including carrying out appraisals, managing sickness, absence and holidays. 

 To demonstrate clear, supportive, and effective leadership. 

 To liaise with Team Leaders (Catering, Facilities & Housekeeping), with oversight of the day to 
day provision of facilities & housekeeping functions to ensure safe and clean environment. 

 To liaise with Catering Team Leaders to ensure safe delivery of catering service meeting the 
needs of patients, staff and visitors. 

 To attend, and participate in, appropriate management meetings and other relevant 
committees as required. 

 To work with the Director of Finance in the preparation and agreement of annual budgets for the 
business plan 

 To produce annual health & safety report for the Board of Trustees. 

 To continuously seek to maintain and improve own level of skills and undertake learning and 
development as appropriate. 

 To manage and develop own team members to ensure their performance meets the current and 
future needs of the Hospice. 

 
Health and Safety 

 To act as the Competent Person (as defined by management of Health & Safety at Work 
regulations 1999) 

 Responsible for ensuring accidents and incidents are reported as required under RIDDOR 
regulations. 

 To be the responsible person for all health & safety related policies and procedures and ensure 
provision of all staff mandatory fire training including fire, driving at work, manual handling , 
security etc.  



 Undertake annual fire risk assessments and manage fire risks, implementing systems of 
control including testing equipment, fire drills and evacuation plans, maintaining up to date 
records. 

 To liaise with external agencies/ appointed Health and Safety consultants, including HSE, fire 
service, water safety and environmental health on relevant matters that affect the hospice, and 
to ensure that any legal or other requirements are complied with. 

 In collaboration with departmental managers, oversee completion of annual risk assessments 
on property, equipment and activities across the Hospice sites.  

 Deliver basic health & safety training (including Fire Safety walk abouts) as necessary to staff 
and volunteers. 

 Ensure all appropriate materials are stored in accordance with COSHH regulations.  
 In collaboration with departmental managers, oversee the completion of workplace 

assessments including, area risk assessments including DSE as and when required. 
 To chair and develop the health and safety risk management group as a forum for managing 

and prioritising the health and safety risks and audits at the Hospice and develop appropriate 
documentation. 
 

Service Contracts, Security, Testing and Maintenance 

 Develop and manage a planned preventative maintenance strategy for the building, 
infrastructure and services to meet the Hospice’s current requirements and anticipate future 
needs and developments. 

 Identify and monitor statutory service frequencies as required by health and safety legislation. 

 Ensure maintenance of records of service visits and outcomes, bringing any additional action 
required to the attention of the Director of Finance. 

 To be responsible for issuing day to day requests for repairs at the hospice and shop sites for 
action by the facilities team and / or outside contractors, ensuring that they have appropriate 
confidentiality, insurance, scheme of work and adopt safe working practices including issuing 
Permits to Work where appropriate.  

 Identify, monitor and review all day-to-day service contracts (including medical equipment).  

 To manage the security arrangements including the effective operation of the site CCTV system, 
fire and intruder alarm systems and that these comply with appropriate standards. 

 Maintain a service and testing schedule for all relevant equipment and plant in use at the 
Hospice and shops and ensure that appropriate contracts are in place. 

 Maintain up to date records of equipment servicing and testing, bringing any additional action 
required to the attention of the Director of Finance.  

 Monitor and maintain records of the PAT testing programme across all premises.  

 Oversee minor repairs to equipment by facilities team when and where appropriate. 

 Ensure Hospice vehicles are maintained and comply with legislation through regular inspection 
and servicing, and have the appropriate insurance and road tax in place. 

 Maintain an up to date record, for use out of hours and business continuity, of all service 
contract arrangements and emergency contact details  

 Ensure an accurate system of records is available for H&S Executive and CQC. 
 

Procurement 

 Liaise with the Director of Clinical Services and relevant managers on a regular basis to 
identify such supplies and functions as are needed to maintain Hospice operations. 

 Regularly review all contracts and develop good procurement practices with supporting 
documentation to deliver and maintain quality standards and value for money in all externally 
sourced services and equipment. 

 

 

Out of Hours 
 

 Participate in the On-Call rota and attend emergency call-outs to the Hospice and shops 
outside of normal working hours when required to do so. 

 
Driving Licence/Use of Own Vehicle 

 



As driving forms part of your duties it is an express condition of your employment with the 
Hospice that:- 
 
i) you have your own vehicle and use it to undertake your duties; and 
ii) you hold and continue to hold a valid driving licence of the relevant class at all times. 

 
 It is your responsibility to ensure that your own vehicle is properly insured to cover your duties, 

covered by a valid MOT certificate and has a valid road tax at all times.  You must provide a 
copy of the insurance certificate to the Facilities Department. 

 
 You must produce your licence for inspection upon request and ensure that you take all 

necessary steps to continue to hold the licence. 
 
 If you lose your licence for any reason you must notify your Manager immediately.  If you lose 

your driving licence and are unable to make alternative arrangements to fulfil your duties which 
are satisfactory to the Hospice your continued employment may be at risk. 

 
 The Hospice will reimburse you in respect of fuel costs for business miles at the Hospice’s 

business mileage rate. This is paid in line with Wirral Hospice St John’s Employee Benefits 
Policy.     

 
Organisational Philosophy of Care, Purpose and Values 
Wirral Hospice St John’s aims to offer care and support for patients and their families living with a life 
limiting illness based around what is important to them.  It endeavours to meet the holistic needs of 
our patients – physical, psychological, social and spiritual needs and support their loved ones and 
carers without discrimination. 
 
Wirral Hospice St John’s CARES 
 
So that we can deliver on our Philosophy of Care and Purpose the Hospice has developed the 
following Values which we uphold in all that we do.  
 
Compassionate: To care for and support patients, families, colleagues and the wider   
community with compassion and understanding 
 
Accountable: To be accountable for our own actions and decisions, and to hold each other to 
account 
 
Respectful: To treat others with respect throughout all interactions, acknowledging and 
considering differing opinions. 
 
Equitable: To act in an equitable manner for all, ensuring that individual needs are 
considered and supported 
 
Sustainable: To manage our resources efficiently, optimising use and value, whilst minimising 
waste 
 
Safeguarding 
Wirral Hospice St John’s has a responsibility to ensure that all children/young people and adults are 
adequately safeguarded and protected and that “Safeguarding is Everyone’s Business”.  As a 
consequence, all staff are required to adhere to national and local safeguarding policies/procedures 
and to act upon any concerns in accordance with them. 
 
Equality and Diversity 
Wirral Hospice St John’s has given its full commitment to the adoption and promotion of the key 
principles of equality and diversity of equal opportunities contained within current legislation and the 
Wirral Hospice St John’s Equality Policy. 
 
Health and Safety 



It is the duty of every employee to work in such a way that accidents to themselves and to others are 
avoided, and to co-operate in maintaining their place of work in a tidy and safe condition, thereby 
minimising risk.  Employees will, therefore refer any matters of concern through their line manager.  
Similarly, it is each person’s responsibility to ensure a secure environment and bring any breaches of 
security to the attention of their manager. 
 
Confidentiality 
In the course of your duties you will have access to confidential material about patients, members of 
staff or other hospice business.  On no account must information relating to identifiable patients be 
divulged to anyone other than those authorised persons, for example, medical, nursing or other 
professional staff, as appropriate, who are concerned directly with the care, diagnosis and 
or/treatment of the patient. If you are in any doubt whatsoever as to the authority of a person or body 
asking for information of this nature, you must seek advice from your manager.  Similarly, no 
information of a personal or confidential nature concerning individual members of staff should be 
divulged to anyone without the proper authority having first been given. 
 
General Data Protection Regulations (GDPR) 
Wirral Hospice St John’s is required to process personal data relating to its employees, including 
‘special categories of personal data’, as defined in the General Data Protection Regulations 2018 (the 
‘Act’) 
 
All such data will be processed in accordance with the provisions of the Act and the relevant hospice’s 
policies.  For the purposes of the Act, the term ‘processing’ includes the initial collection of personal 
data, the holding and use of such data, as well as access and disclosure, through to final destruction. 
 
Other 
This job description is intended to provide an outline of the duties and responsibilities of this post, it is 
not exhaustive and may be modified and developed periodically following discussions between the 
post holder and the relevant line manager. 

 

 
  



 
PERSON SPECIFICATION 
 
Job Title:   Support Services Manager 
Hospice Pay Band:  Band 7 
Responsible to: Finance Director 
 

Requirements Essential Desirable Evidence 

Qualifications  
GSCE/ functional maths and English (or 
equivalent)  
 
Health and Safety qualification e.g. 
NEBOSH, IOSH and/or membership of 
professional body. 
 

 
Project Management Qualification 
 

Application form 

Experience Previous experience in a Catering 
Management, Housekeeping Management   
or Facilities role or equivalent 

 
Carrying out risk assessments  
 
Implementing health and safety policy  
 
Managing service and supplier contracts  
 
Line management  
 
Experience of procurement and budget 
management  
 

Delivering health and safety training 
to staff and volunteers  
 
Experience of project management  
 
Experience of contract tender and 
selection process  
 
 

Application form / interview 

Skills, knowledge and 
special aptitudes  

Understanding of current health and 
safety legislation, guidance and best 
practice.  
 
Ability to motivate and manage staff.  

Knowledge of health and safety 
legislation applicable to health care 
and retail environments. 
 

Application form / interview 



 
Ability to manage time effectively, be 
self-motivated and meet deadlines  
 
An understanding of security 
requirements, data protection and 
confidentiality. 
 
Excellent organisational skills  
 
Excellent written and verbal 
communication skills  
 
IT literate  
 
Ability to prioritise duties in unexpected 
situations  
 
Ability to negotiate with outside 
contractors to achieve cost effective 
solutions/remedies  
 
Flexible approach to work  
 
Motivated and enthusiastic  
 
Ability to travel independently between 
Hospice and retail outlets. 

Able to demonstrate an awareness of 
Hospice services and how they 
operate. 
 

 

Diversity Statement  
At Wirral Hospice St John’s, we are committed to having a culture that values diversity and is fair for not only our patients but our staff too. We 
recognise that we are not all the same and that is our greatest strength. 
 
By welcoming staff from diverse backgrounds, appreciating our differences and range of experiences, we can create a team that will grow and learn 
better together, providing the highest quality care and support to the communities we serve and enabling us to meet our values and principles. 
 

 


