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St. Andrews’s Hospice
JOB DESCRIPTION
	1. JOB IDENTIFICATION

	Job Title:    Retail Driver               
Reports to:  Retail Business Development Manager              
Directorate:   Retail            
Responsible For:  Driving Hospice Vehicles    
No of Job Holders:  2
Last Update:  October 2020           



	2.  JOB PURPOSE   

	To drive hospice vehicles from and to the warehouse, peoples’ homes and the relevant shops. 
You will be required to manoeuvre donated furniture, including sofas, beds etc from peoples’ homes, hospice warehouse, shops etc. The hospice has 13 shops and drivers will be expected to drive throughout Lanarkshire with stock and deliveries as required. It is important that staff representing the hospice know to live up to our core values and can speak to our customers and donors with dignity and compassion and deliver a quality based service.



	3. DIMENSIONS

	St. Andrew’s Hospice strives to provide a high standard of specialist palliative care to the people of Lanarkshire, encompassing human dignity and compassion and at all times respecting the value of human life. 

Specialist Palliative Care is the active, total care of patients with life limiting disease and limited prognosis, which is delivered by a multidisciplinary team. It provides physical, emotional, social and spiritual support to patients, their families and carers. 

• St Andrew’s Hospice is open to all people aged 18 and over, served by NHS Lanarkshire, without distinction of race, gender or creed. 

• All services are provided free of charge to the patient. 

Our core values are: Human Dignity, Compassion, Justice, Advocacy and Quality. 
We provide Specialist Palliative Care for patients with life-limiting illnesses. 

We have an Inpatient Unit with 30 beds made up of 21 single rooms and three multi-occupancy rooms. 


	4.  ORGANISATIONAL POSITION
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	5.  MAIN TASKS, DUTIES AND RESPONSIBILITIES

	Core Duties:
· To drive hospice vehicles from and to the warehouse, peoples’ homes and the relevant shops
· You are required to manoeuvre donated furniture, including sofas, beds etc from peoples’ homes, working to a high standard in a safe manner
· Drivers are expected to drive throughout Lanarkshire with stock and deliveries as required
· As a staff member representing the hospice you will adhere to our core values and liaise with our customers and donors with dignity and compassion and deliver a quality based service
· Knowledge of local areas
· Basic vehicle maintenance
· Ability to write in logs / collect gift aid applications
· Responsible for notifying vehicle damage or repair requirements
Sensory/physical demands & work environment:

· Driving 
· Lifting / manoeuvring / delivering heavy furniture and other materials, whilst taking care to cause no damage or injury
· Road sense – ability to navigate the best routes within the area
Other:

· Attend annual in-house training including mandatory updates on driving safely, health and safety, fire safety, moving and handling and other mandatory training (Learnpro) as required.

· Work within agreed Hospice policies, procedures and guidelines.

· Attend updates and courses in order to maintain own knowledge and skills.

· Work as an integral part of the retail team, being sensitive to the needs of the whole team and supportive of other team members. 

This job description is an outline of the duties of the post and is not meant to be a detailed summary.  Other duties may be required according to the needs of the Hospice.  The job description may be subject to agreed amendment in the light of experience and the need for change.

Ethos and Mission of the Hospice 

Lead by example and uphold the mission and ethos of the Hospice and of the Religious Sisters of Charity.

Working with volunteers:

Volunteers are a vital resource to the Hospice 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 standards of completion. You should also ensure good communication and be aware of your responsibility towards the volunteer in terms of Driving Safely / Health & Safety.

Annual Appraisal

All members of hospice staff receive an annual appraisal by their line manager.  The purpose of the annual appraisal is to understand how well the job has been working in the previous year, assess progress towards the targets made at the previous annual appraisal and to set targets.

Conditions of Service

The employing authority is St. Andrew’s Hospice. Terms and conditions of service are set by the SMT of the Hospice.  

Rehabilitation of Offenders Act 1974

This post is subject to an exemption order under the provision of Section 4 (2) of the above Act. We will apply to Disclosure Scotland for Disclosure for the successful candidate. Information on the disclosure process is available at www.mygov.scot or by phoning 03000 2000 40. 
General & Corporate Duties

Records Management/ Data Protection

As an employee of the Hospice, you have a legal responsibility for the protection of all records (including patient health, financial, personal and administrative) that you gather or use as part of your work with the Hospice. The records may be paper, electronic, or audio, or x-ray images. You must consult your manager if you have any doubt as to the correct management of the records with which you work.

All employees are personally responsible for the quality of data entered by themselves, or on their behalf, on the Hospice’s computerised systems or manual records (paper records) and must ensure that such data is entered accurately to Hospice data standards, in a timely manner to ensure high standards of data quality in accordance with the Hospice Data Quality and Clinical Record Keeping Policies.

  

To ensure data is handled in a secure manner protecting the confidentiality of any personal data held in meeting the requirements of the Data Protection Act 1998, General Data Protection Regulations (2018), Caldicott recommendations and other relevant legislation and guidance are applicable and should be adhered to.

No Smoking Policy

St Andrew’s Hospice operates a No Smoking Policy for staff within the Hospice buildings and grounds.

Confidentiality

Hospice staff will become aware of information related to patients, staff and volunteers which must be treated confidentially.  All staff are expected to read and adhere to the Confidentiality Policy.

Equal Opportunities

St. Andrew’s Hospice is an equal opportunities employer.


	6. EQUIPMENT AND MACHINERY

	1. Manual Handling supportive equipment, vehicles

2. Personal Protective Equipment (PPE)

3. PC, monitor, printer. 
4. Office equipment

· Photocopier, laminator, calculator, telephone, fax, shredder
5. Possibly - Computer software

· Microsoft Office (Excel, Word, Outlook) 
· Internet explorer



	7.  DECISIONS AND JUDGEMENTS

	· Responsible for notifying vehicle damage or repair requirements
· Driving Safely
· Basic vehicle maintenance


	8.  MOST CHALLENGING / DIFFICULT PARTS OF THE JOB

	· Lifting / manoeuvring  heavy furniture, whilst taking care to cause no damage or injury 
· Always adhering to road safety / traffic



	9.  COMMUNICATIONS AND RELATIONSHIPS

	Internal: 
Warehouse Manager

Wider Retail Manager

Volunteers
External:
Members of the Public
External Delivery Companies



	10. PHYSICAL, MENTAL, EMOTIONAL AND ENVIRONMENTAL DEMANDS OF THE JOB

	Physical Demands
· Periods of driving to reach retail delivery appointments.

· Moving and handling of furniture / display stands and materials.
· Being able to deal with situations in peoples’ homes/shops and within the Hospice in a professional and courteous manner.
· To possibly work outside of standard working hours in accordance with the needs of the role, e.g. working early to attend delivery appointments, where deemed appropriate.
Mental Demands

· Dealing with the varying and unpredictable demands within the retail setting. 
· Frequent, interruptions (face to face enquiries, telephone).
· Prioritised changes to deliveries

· Working extra hours during particularly busy periods.

· Dealing with members of the public / volunteers
· Potential emotional situations.

· Retention of information.
Emotional Demands

● Frequent direct exposure to the concerns of members of the public with the need to handle these situations in a sensitive, confidential manner. 
● Exposure to highly distressing situations particularly when accepting donations from distressed and/or bereaved relatives in a confidential manner.

● Coping with several tasks simultaneously within retail deadlines.

Environmental
· Members of the public homes, shop donations
· Safety equipment & protective clothing provided




	11. JOB DESCRIPTION AGREEMENT
A separate job description will need to be signed off by each jobholder to whom the job description applies.
      Job Holder’s Signature:                                                                            Date:
Head of Department Signature                                                                 Date:




PERSON SPECIFICATION
	AREA
	ESSENTIAL
	DESIRABLE
	TESTED

	QUALIFICATIONS
/ SKILLS
	Driving Licence 
(no endorsements) 
	· Manual Handling 
· Loading Goods
	Application Form, certificates and interview.



	EXPERIENCE / KNOWLEDGE
	· Logistics 
· Ability to lift / manoeuvre furniture

· Road Sense

· Knowledge of local area

· Basic vehicle maintenance

· Ability to write in logs 

· Understanding of the safety procedures
	
	

	OTHER
	· Responsible for notifying any vehicle damage / required repairs
	
	

	
	
	
	


Head of Fundraising





Retail Business Development Manager 





Deputy Retail Manager





Shop Managers





Volunteers





Shop Support Managers








Warehouse Manager








E-Commerce Team





Retail Drivers








