THE ROWANS HOSPICE TRADING COMPANY
JOB DESCRIPTION
	Job Title:
	Van Porter 

	Department:
	The Rowans Hospice Trading Company

	Location:
	Trading Company

	Accountable to:
	Operations Manager Trading Company

	Reporting to:
	Logistics Manager

	Job Purpose:


	The post holder will be responsible for the safe collection and/or distribution of donations, stock and other Hospice related items, assist with the safe and responsible use of company vehicles and a share in team responsibility for the effective use of warehousing space to support operational need and efficiency. 

The post holder will also be expected to assist in promoting and upholding the positive work of The Rowans Hospice and the Trading Company 


	Contact with others

	Internal and external:  
· Processing and Internet Sales Manager, Stock Processing Supervisor and Volunteers, Retail Support Officer, Retail Manager, Shop Managers, Assistant Shop Managers, Hospice employees & volunteers
· Service providers to the Trading Company; including Rag Merchant and waste disposal company.

· Local companies, organisations, patients, donors and general public



	Main areas of responsibility 

	Key Accountabilities &

% Importance
	Tasks

	General Responsibilities
Vehicle

Personal


	· Assist in the transportation of donations, stock and recyclable items to and from customers, shops, warehouse or Hospice, efficiently, safely and in line with agreed Warehouse systems, storage and delivery schedules
· Assist in the delivery and collection of recliner chairs and other Hospice equipment to and from the Rowans Hospice to homes in the community. Where needed liaise with the Occupational Therapy Department

· Assess and monitor the quality of donated stock, identifying and deciding upon unsuitable items for collection
· Ensure all Gift Aid opportunities are realised, maximised and processed accurately and efficiently in line with Hospice procedures 
· Always deliver a high level of customer service  
· Support the activities of assigned van volunteers and/or corporate supporters and assist in maintaining the required standards, reporting any performance issues to the Logistics Manager 
· Work as an integral part of the Trading Company being sensitive to the needs of the whole team, supportive of others and within agreed Hospice policies, procedures and guidelines
· Assist in ensuring interior vehicle cleanliness and integrity is maintained and respected at all times
· Demonstrate and maintain consistent and safe vehicle loading, securing and unloading standards.
.
· Work as an integral part of the Trading Company being sensitive to the needs of the whole team and supportive of other team members 

· Attend the annual in-house training day including mandatory updates on health and safety, fire safety and back care, and attend other mandatory training as required


	Communication


	To communicate effectively and gain the co-operation of both staff and volunteers.

	Health & Safety


	Due to the nature of this business, this job will include manual handling. The position of Van Driver may be physically demanding, with the necessity to carry large, heavy or awkward loads in possibly difficult circumstances. Should we become aware of any injury or physical problems which may escalate through your duties into a serious ‘long term or permanent problem, we reserve the right to have a medical examination carried out (at our own expense) to verify your fitness to carry out your duties.


	Clinical
	Whilst there are no direct clinical responsibilities. The Trading Company Team has responsibility for the development, understanding and appreciation of the hospice philosophy amongst the volunteer team within the shop and its customers.  It is to be appreciated that many customers may be bereaved and former hospice service users, therefore, there is a need to have an understanding of loss and bereavement and to assist and develop our volunteers to enable them to respond sensitively.


	Working with Volunteers


	Volunteers are a vital resource to The Rowans Hospice’s and it is the responsibility of all staff to treat them with respect and to value their contribution appropriately.  If a volunteer is assigned to assist you at any time you will retain responsibility for the requirements of the job in terms of accuracy, efficiency and responsibility towards the volunteer in terms of Health and Safety.


	Decisions / Recommendations

	Works with staff and volunteers, ongoing, and co-ordinating the collection and delivery service.


	Mental effort/emotional effort

	There is a daily change in activities, dealing with customers, donated stock, working on the computer.  Also may come into contact with patients and those recently bereaved of which many of the volunteers have experienced this.  


	Physical effort

	Manual handling – lifting and moving bags of donations, items for re-sale and rubbish, including furniture.


	Working conditions / environment

	Daily exposure to members of the public and donations that can be dirty, one can use gloves but this is not mandatory, also will be required to work on the computer and use of the telephone will be high.


	Qualifications, skills and knowledge required

	Qualifications and/or Experience

Basic education, maths and English GCSE

No formal qualifications required but adequate experience and knowledge of customer service.
Experience of data entry using a computerised system.

Knowledge

Principles of customers care and service

Knowledge of Health and Safety

Knowledge of the charity retail sector

Knowledge of our catchment area

Skills/Competence and attitude

Able to communicate clearly verbally and in writing

Good organisational skills

Ability to work on ones own initiative

Imaginative and innovative
Ability to Prioritise

Proactive
Other

In good health

Ability to work additional hours

Ability to work flexibly

Understanding of hospice ethos


Data Protection Act 1998
Under provision of the Act, it is the responsibility of each member of staff to ensure that all data, whether computerized or manual, is kept secure at all times.  This includes data relating to patients and other members of staff.  Data must not be disclosed to any unauthorized person and must be regarded as strictly confidential at all times.  Failure to adhere to this instruction will be regarded as serious misconduct and could lead to dismissal.

Confidentiality

The job holder will be in possession of personal details of staff and volunteers and other confidential information.  This must not be discussed or divulged to any unauthorized person.  Any such instance would result in dismissal.

Rehabilitation of Offenders Act 1974

This post is subject to an exception order under the provisions of the Rehabilitation of Offenders Act 1974.  This stipulates that all previous convictions, including those that are ‘spent’ must be declared.  Previous convictions will not necessarily preclude an individual from employment within the PCT but must be declared in writing at the appropriate stage during the recruitment process.

This job description will be reviewed regularly in the light of changing service requirements and any such changes will be discussed with the post holder.  
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