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JOB DESCRIPTION

Title:				Van Driver / Hospital Porter 

Accountable to:		Clinical Supplies Manager

Job Summary:

Working Pattern:

· Monday - Friday 08.00 – 16.00 
· Saturday: Available overtime, Sunday: D/O

Deliver quality patient care:
· Driving 3.5T Luton van between sites and other CSSD partners
· To deliver a best-in-class clinical supplies service for the Hospital and treatment centre Devizes.
· Responsible for optimizing customer satisfaction by transporting and delivering CSSD equipment, patient notes, daily post, OPD samples & controlled drugs, and/or other items in a safe and timely manner.
· To provide a prompt, courteous service to all patients, administrative staff, doctors and nurses


Business efficiency:

· Ensure that contractual standards are met
· Assist the Clinical Supplies Manager with prompt delivery of stock and equipment within the Hospital and Surgical Centre
· Support the Clinical Supplies Manager with driving down costs and ensure savings are made where appropriate.

Key Relationships

· Theatre Leads
· Deputy Theatre Manager
· Theatre Manager
· Heads of Departments
· General Manager (Devizes)
· Department leads (Devizes)


Principal Duties and Responsibilities

· Daily Inspection of vehicles prior to commencement of duty must be carried out ensuring all relevant paperwork has been completed i.e van checklist 
· Weekly van check section accurately recorded and any potential findings relayed  
· Vehicle upkeep – clean and tidy workplace
· Restocking pack room and Fluids rooms in Theatre. Updating person designated to order packs on stock levels TUES/THURS
· Ensure comprehensive records are kept and maintained
· Responsible for the onsite clinical stores, safe storage of medical gases
· Operate a service that is flexible, responsive and non-discriminatory.
· Uphold clinical governance systems
· Working on reducing goods in and pairing delivery notes with orders.
· Delivering clean CSSD equipment to Devizes and other CSSD partners to aid completion of lists
· Delivering patient notes, daily post & controlled drugs to Devizes Surgical Centre
· Returning dirty/clean CSSD equipment from CSSD partners to Emersons Green Hospital site
· Returning patient notes, daily post, OPD samples & controlled drugs to Emersons Green Hospital site
· Returning patient notes, daily post, OPD samples & controlled drugs to Emersons Green Hospital site
· Providing ground floor cardboard clearance on a daily basis

Systems and Administration:

· Contribute to maintaining Health & Safety at work policies by carrying out duties in a professional manner.
· Assist in creating an environment that is patient focused throughout the Hospital
· Assist end of month stock take count


PERSON SPECIFICATION FORM

POST TITLE: 		Van Driver / Hospital Porter 

DEPARTMENT:	Practice Plus Group Hospital, Emersons Green and Surgical Centre, Devizes

	FACTORS
	ESSENTIAL
	DESIRABLE

	1. Physical Requirements
	· Satisfactory Occupational health Clearance for the role specified
· Good Attendance record
· Satisfactory relevant DBS clearance
· Ability to comply with manual handling guidelines and instructions.
· Full, clean driving license to drive a Luton van between PPG sites, daily

	

	2. Education & Qualifications
	
· Good level of educational attainment

	Previous experience within the NHS

	3. Skills/Knowledge and Abilities
	
· Ability to work under pressure to meet targets and deadlines 
· Thorough and attentive
· Ability to use own initiative
· Ability to work autonomously  and as part of a team
· Ability to prioritise and manage time effectively
· Problem solving, influencing  and conflict resolution skills
· Excellent organisational skills
· Ability to build purposeful relationships and command confidence

	Excellent written and verbal communication skills’


	4. Aptitude/Personal Characteristics
	
· Commitment to personal development
· Professional 
· Polite, friendly and approachable manner
· Tidy appearance
· Understand the need for and will adhere to Practice Plus Group policies
· Willing to learn new skills and gain new or additional competencies
· Motivation to provide a high standard of service
· Calm under pressure
	





Looking for a responsible and rewarding driving job? Join the team in supporting cross site services for all patients to be promptly cared for. Our sterile services supports sites to complete surgeries and this role is integral to ensuring that happens. 

As a Van Driver/ Hospital Porter, you’ll Transfer CSSD equipment and anything required to complete list to other PPG sites and CSSD partners. This is not an emergency service and you will need to follow all the normal rules of the road. It will be part of your role to ensure the safety of all items transferred including medical equipment. You’ll also be expected to keep vehicles appropriately maintained, and at times you’ll need to communicate with end users to ensure effective communication is maintained.

About You
What you will need:

• Driving experience, with a full driving licence.

• Good communication skills, both in person and by telephone.

• Basic IT skills for noting information such as itinerary checklists and time logs accurately.


What you will get:

• Pay: ?

• Opportunities for ongoing training and career progression into other operational roles within our services.

• Practice Plus Group benefits
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