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SHORE MEDICAL

JOB DESCRIPTION

Job Title:		Facilities & Maintenance Operative

Responsible to:		Business Manager/Operations Manager

Job summary:

To maintain an accurate filing system, process paper medical records, provide warehouse and delivery support, and undertake general maintenance and facilities duties across all six Shore Medical Group practices. The post holder will ensure the safe, efficient and effective delivery of records, stock and supplies while helping maintain practice buildings, grounds and equipment to a high standard.

General responsibilities:

1. Follow best practices for health and safety within the warehouse, while driving and when carrying out maintenance activities.
1. Meet delivery schedules and operational deadlines.
1. Be responsible for the planned and ad hoc collection and delivery of vaccinations, medications and other temperature-sensitive clinical items across all six Shore Medical Group practices, ensuring all deliveries are completed safely, securely and within agreed timescales.
1. Ensure the Cold Chain Protocol is followed at all times when transporting vaccinations and temperature-sensitive medicines, including the correct use of approved transport containers, temperature monitoring equipment and documentation, and promptly reporting any temperature excursions or breaches in accordance with organisational policy.
1. Ensure the company vehicle is roadworthy and report any defects immediately including checks such as tyre pressures, servicing and MOT’s etc. The postholder will be responsible for delivering the vehicle to the garage and collecting. 
1. Load and unload boxes, medical records, stock, furniture and equipment safely.
1. Track collections and deliveries using computer software and scanners.
1. Communicate effectively with warehouse staff, practice teams and management regarding deliveries, collections and maintenance requests.
1. Maintain an accurate filing system and records.
1. Support the Medical Records team in obtaining and processing patient records.
1. Process incoming and outgoing paper notes to PCSE, the warehouse and practice sites.
1. Maintain an accurate inventory of all records stored within the warehouse.
1. Ensure patient medical records are kept up to date and stored securely.
1. Complete deliveries of stock and supplies across all Shore Medical Group practices to meet clinical and non-clinical operational requirements.
1. Maintain an accurate stock inventory at all times
1. Clean designated areas of the warehouse and practice buildings, ensuring agreed cleanliness standards are maintained using appropriate equipment and materials.
1. Work alongside the Business Manager to ensure a safe working environment across all sites.
1. Open and/or lock practice premises as required and ensure buildings are secured.
1. Maintain external areas including entrances, pathways, car parks and storage areas to ensure they remain clean, tidy and safe.

Facilities & Maintenance Responsibilities:

1. Carry out general maintenance and odd jobs across all six Shore Medical Group practices.
1. Undertake minor repairs including basic plumbing, carpentry, painting, decorating and general DIY tasks where competent to do so.
1. Assemble, move and install furniture, shelving and equipment as required.
1. Replace light bulbs, ceiling tiles and other consumable building fixtures where appropriate.
1. Carry out routine inspections of buildings and identify maintenance issues requiring attention.
1. Report larger repairs and liaise with approved contractors as directed by the Business Manager.
1. Assist with planned maintenance projects, office moves and room reconfigurations.
1. Ensure maintenance tools, equipment and storage areas are kept clean, organised and safe.
1. Support compliance by carrying out routine health and safety checks and reporting hazards promptly.
1. Assist with seasonal maintenance, including gritting pathways during icy conditions and maintaining external areas throughout the year.
1. Respond promptly to ad hoc maintenance requests from practice teams to minimise disruption to clinical services

This list is not exhaustive and is intended to provide an outline of the key tasks and responsibilities only.  There will be other duties required of the post holder commensurate with the position.

Annual Driver Eligibility Statement
The post holder will be required to complete an Annual Driver Eligibility Statement.

Eyesight Check
The post holder will be required to confirm in writing that they have had a recent eye test and where necessary be required to take one, at their own expense, before being permitted to drive the company van.

Skills 
· Basic computer literacy
· Self-driven with a positive outlook and a clear focus on high quality
· Good communication - The post holder must ensure that every effort is made to service the Shore Medical sites and any customer locations in a courteous manner. The site should be left as found with no waste deposits left on the ground.
· Excellent organisational skills
· Physical ability to load and unload boxes
· Time management to ensure deliveries are made on schedule
· Excellent vision and hand-eye coordination to stay safe while driving
· Ability to work alone – The Company Lone Worker policy will apply. 

Experience /Requirements
· Experience working in a similar role would be preferable
· Experience working with a filing system
· A clean, points free and valid full manual driver's license. A clean and valid commercial driver's license will also be considered

The role will involve:
· Physical Effort at times labour intensive
· Frequent periods of standing
· Frequent periods of lifting/moving equipment 
· Unloading, unpacking, packing and loading deliveries
· Driving delivery of stock and supplies 
· Concentration required to balance variety of duties

Confidentiality and Data Protection:
Confidential and personal information related to staff, patients and Shore Medical must not be disclosed within or outside the place of work, except in the proper discharge of duties.  It is the responsibility of all staff to be aware of their obligations in respect of the General Data Protection Regulation 2018, as outlined in practice policy and procedure.
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Health and Safety:
Under the Health and Safety at Work Act 1974, as an employee, you must take reasonable care for the health and safety of yourself and for other persons who may be affected by your acts or omissions at work.  The Act also states that you must not intentionally or recklessly interfere with or misuse anything provided in the interests of health, safety and welfare.

The post-holder will assist in promoting and maintaining their own and others’ health, safety and security as defined in the practice Health & Safety policy, the practice Staff Handbook and the practice Infection Control policy and published procedures. This will include:

· Using personal security systems within the workplace according to practice guidelines.
· Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks.
· Making effective use of training to update knowledge and skills.
· Using appropriate infection control procedures, maintaining work areas in a tidy and safe way and free from hazards.
· Actively reporting of health and safety hazards and infection hazards immediately when recognised.
· Keeping own work areas and general / patient areas generally clean, assisting in the maintenance of general standards of cleanliness consistent with the scope of the post holder’s role.
· Undertaking periodic infection control training as required. 
· Reporting potential risks identified.

Equality and Diversity:
Shore Medical is committed to developing, supporting and sustaining a diverse workforce, representative of the community it serves, through the creation of a work environment where staff are able to do their jobs to the best of their abilities without having to face discrimination or harassment. All employees have a responsibility to ensure that they understand the standards expected and that they promote and adhere to the policies and measures adopted by the practice.

The post-holder will support the equality, diversity and rights of patients, carers and colleagues, to include:

· Acting in a way that recognizes the importance of people’s rights, interpreting them in a way that is consistent with practice procedures and policies, and current legislation.
· Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues.
· Behaving in a manner which is welcoming to and of the individual, is non-judgmental and respects their circumstances, feelings priorities and rights.
Vulnerable Adults, Children & Young People:
All members of staff have a duty to safeguard and promote the welfare of vulnerable adults, children and young people in all relevant areas of their work.  This will include timely attendance at relevant training events and compliance with company procedures.

Personal/Professional development:
The post-holder will participate in any training programme implemented by the practice as part of this employment, such training to include:

· Participation in an annual development review, including taking responsibility for maintaining a record of own personal and/or professional development.
· Taking responsibility for own development, learning and performance and demonstrating skills and activities to others who are undertaking similar work.

Quality:
The post-holder will strive to maintain quality within the practice, and will:

· Alert other team members to issues of quality and risk.
· Assess own performance and take accountability for own actions, either directly or under supervision.
· Contribute to the effectiveness of the team by reflecting on own and team activities and making suggestions on ways to improve and enhance the team’s performance.
· Work effectively with individuals in other agencies to meet patients’ needs.
· Effectively manage own time, workload and resources.

Communication:
The post-holder should recognise the importance of effective communication within the team and will strive to:
· Communicate effectively with other team members.
· Communicate effectively with patients and carers.
· Recognise people’s needs for alternative methods of communication and respond accordingly.

Contribution to the implementation of services:
The post-holder will:
· Apply practice policies, standards and guidance.
· Discuss with other members of the team how the policies, standards and guidelines will affect their own work.
· Participate in audit where appropriate.

DBS
The post holder will be required to undertake a Standard DBS check and be subject to pre-employment checks.

Environment:
Working conditions will be warehouse/office based requiring the use of display screen equipment.  There may be occasional exposure to direct/indirect emotional circumstances.


Job Description Acknowledgement 

I have received, reviewed and fully understand the job description for Delivery Driver/Warehouse Operative. I further understand that I am responsible for the satisfactory implementation of the essential functions described under any and all conditions as described. 


Employee Name_____________________________ Date___________________ 


Employee Signature_____________________________________










































PERSON SPECIFICATION



	PERSON SPECIFICATION

	
	Essential
	Desirable

	
Academic/
Vocational Qualifications
	
· Full UK manual driving licence; 
· GCSE English & Maths
	
Manual handling; IOSH; First Aid; Trade qualification.



	
Experience
	
· Facilities
· Maintenance/logistics
· Repairs; 
· Driving; 
· Independent working
	
Healthcare; vaccines; multi-site.











	
Knowledge/
Skills
	
· Health & safety  
· General maintenance; 
· Vehicle checks; 
· IT
· Excellent interpersonal and people-facing skills. 
· Able to develop constructive working relationships with others.
· Organisation skills
· Communication skills 
· Skilled in the use of hand tools
· Manual handling

	




	
Qualities/
Attributes
	Reliable
Flexible approach to work and changing demands within the Business
Prioritisation skills and multi-tasking
Detail-oriented and highly organised

Sense of humour

Able to work independently

Self-driven, results-oriented with a positive outlook and a clear focus on high quality.

Able to get on with others and be a team-player

Be able to demonstrate commitment to equal opportunities and diversity

	


	
Other 
	
Must have a full UK driving license

May be required to use own vehicle if the company vehicle is unavailable so must hold business insurance and will be able to claim mileage as per company policy

Must be able to travel across all 6 sites

Attend training as and when required

Complete annual driver declaration


	
Clean license
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