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JOB DESCRIPTION

	Job title
	Exterior Operations Manager

	Hours
	40.87 (Annualised)
	Days 
	Mon-Fri

	Department
	Exterior
	Location
	Lanark

	Reporting to
	Exterior Operations Director

	Experience required
	Previous exterior landscaping experience desirable
3-5 years operational management experience

	Essential qualifications
	Full driving licence



	Purpose and objectives of the role

	To manage exterior operations department to deliver exterior landscaping services to a high standard to GP Plantscape’s customers whilst maximising profitability.


	Main duties and responsibilities

	
Operational

· Exterior Landscaping

· Scheduling - planning annual/monthly/weekly exterior landscaping runs efficiently. Incorporating any exterior jobs works allocated to the exterior maintenance team into the schedule.  

· To ensure quality delivery of all services under the remit of the exterior landscaping team. This includes ensuring all jobs are completed to the required specification, within budget, documented as required and complying with exiting legislation.

· To manage the operational delivery of gritting and snow clearing services to clients. This includes ensuring all jobs are completed to the required specification, within budget, documented as required and complying with exiting legislation.

· Liase with Contracts Managers and manage operational teams to resolve any customer complaints or requests within agreed timescales and communicating with the admin team.

· Operations Reviews – To schedule and conduct all operations reviews as required, document and follow up actions.

· Vehicle Checks – Ensure vehicle checks are carried out, documented and any actions completed.

· Manage the team to support the delivery of seasonal displays and interior landscaping services when required.
· To deliver service excellence in line with the GP Way.

· To continually develop the service provision of exterior landscaping services through innovation and development of best practice.

Health and Safety

· To comply with all health and safety responsibilities as detailed in the Manager/Team Leader Health and Safety Declaration.
· Ensure you comply with Company health and safety procedures, including the wearing of relevant PPE.
· Identify, report and handle any breaches of health and safety.
· Ensure all equipment is service and maintained as per scheduled to maintain a safe working order.
· To work with the HSEQ Manager to develop health and safety policies, procedures and training materials to ensure compliance for the exterior operational team.
Financial
· To reach targeted gross profit margins on contracts whilst maintaining an excellent level of service.

Managerial and supervisory


· To handle all HR tasks relating to the exterior landscaping team, which include (this list is not exhaustive):

· Sign off daily electronic timesheets via PeopleHR

· Manage holiday scheduling with the exterior department.

· Management of all other types of leave.

· Investigate accidents and incidents.

· Conduct disciplinary and grievance meetings following the Company disciplinary and grievance procedures. 

· Absence management

· Management of overtime, shift allowances, etc
· GP Feedback – To ensure GP-Check-ins are completed for all exterior landscaping team members in a timely manner, all conversations are recorded and actions followed up.
· Training

· Ensure all team members are trained appropriately for the tasks they are required to do.

· Assist with the preparation of training material and the delivery of training sessions.

· Development – Responsible for the personal development of all team members.

· Salary Planning – To conduct annual salary reviews as per company procedure.

· Labour planning – To manage the labour resource required in delivering service excellence in exterior landscaping. Recruitment responsibilities include developing job specifications, interviewing, inducting new employees etc.
· Purchasing of kit and machinery.
Reporting and Communication
· To prepare reports as required in relation to the operational performance and management of the exterior landscaping team.

· Monitoring all actual hours on site against planned.

· Attend management and operational meetings as required and conducting required preparation.

· Conduct regular team meetings.

· Ensure dissemination of all appropriate information to team members.
Other responsibilities

· Act in an appropriate manner at all times as per the “GP Way”.
· Any other duties reasonably requested. 

 

	Competencies

	Managerial
	· Ability to analyse and make decisions.

· Knowledge of HR policies and procedures

· Strong procedural operational knowledge

· Health and safety knowledge

	Communication
	· Demonstrate effective communication to both internal and external customers and the interior team.


	Organisational skills and time management
	· Ability to multitask.

· Ability to work to deadlines


	Product knowledge
	· In-depth knowledge of GP products and plants


	Inter-personal skills
	· Ability to work well in teams
· Self-motivated

· Confident in handling new tasks

· Flexible to assignments

· Attentive to detail
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