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JOB DESCRIPTION

	Post Title: Driver/Fitter – Store Operative

	Department: Communities and Wellbeing
	Establishment/Post No: 

	Division/Section:  Integrated Community Equipment Service (ICES)
	Post Grade: Grade 6 (formally Scale 3)

	Location: Units 6B & 6C. Bridge Trading Estate, Bolton Road, Bury, Lancs, BL8 2AQ
	Post Hours: 37 hours per week

	Special Conditions of Service: To be worked over 5 days, Monday to Saturday inclusive when required. A limited flexi time scheme is in operation.  To provide cover for our Emergency Out of Hours Service as and when required.

	Purpose and Objectives of Post: To enable the effective operation of the Community Equipment Loan Stores by assisting the ICES Manager to deliver an efficient and value for money service. 

	Accountable to: ICES Manager

	Immediately Responsible to: ICES Technician

	Immediately Responsible for: 

	Relationships: (Internal and External)

1. Members of the Public

2. Relevant Assessors, Social Workers, Occupational Therapists and other staff employed by the Authority to provide services to members of the public.

3. Administrative and Clerical Staff based in the team.

4. Health professionals in the community and in the hospital setting, District Nurses, Occupational Therapists, Physiotherapists

5. Company Representatives, Manufacturers.

	Control of Resources:
Equipment – Aids for Daily Living

Vehicle, Key Fob (Tracker)
Health and Safety – Damaged equipment, responsible for the safety and security of the stores in absence of ICES Manager (Key Holder).

	Duties/Responsibilities: 

1.  Tasks

· Collection and delivery/fitting of equipment at clients homes as directed by requests processed by admin section.

· To maintain associated documentation regarding delivery, collection and receipt of stock using manual or computerized systems.

· Provide information and answer queries by staff and public, in person, on the phone and electronically, regarding equipment

· Make available information to ICES Manager or admin staff regarding equipment levels/stock availability.

· To organize deliveries and collection of equipment which require 2 driver/fitters in conjunction with service users, for self and other driver in ICES Managers’  absence.

· To organize the urgent replacement of equipment in the ICES Managers’ absence.

· To ensure that all equipment and machinery is cleaned in accordance with manufacturers recommendations.

· To carry out daily/weekly maintenance checks on vehicle and document activity.

· To ensure the safety and security of the stores in the absence of the ICES Manager
· To contribute to Service Development 

· To assist with regular stocktaking

· To assemble and fit equipment on delivery including electrical equipment

· To demonstrate the use of electrical equipment to service users and carers

· To programme equipment where necessary e.g. dynamic mattresses.

· To ensure instruction leaflets on the use of equipment is provided for each item of equipment are provided to service users

· To repair equipment as necessary in service users homes

· To check for minor faults on electrical equipment and repair if possible

2.  Health and Safety

· To take reasonable care for the Health and Safety of the post holder and others affected by their care

· To work within safe operating practices

· To report all accidents, incidents or omissions

· To attend training as identified

· To ensure that the correct clothing and footwear are used at all times.

3.  Others 

· To prioritize workload, particularly during periods of driver/store managers absence

· To accept deliveries of goods inwards from suppliers.

· Correctly dispose of equipment which has been written off and dismantle equipment
     as appropriate.

· To assist professional staff visiting stores in the absence of the store manager.

· Demonstrate and promote a commitment to Equal Opportunities and Customer Care
     in accordance with established good practice and guidelines.

· To work as a member of a team and to provide cover as necessary. 



	Personal Responsibilities

1. To undertake training as required and as appropriate to the job. Be responsible for own continuing professional development.

2. To attend one to one and employee review sessions and to actively contribute to objective setting, performance monitoring against targets and training needs analysis.

3. To adhere to the appropriate procedures, policies and values of the authority and department.
4. To contribute to the safeguarding of adults by ensuring you are aware of your role in relation to the safeguarding adult’s policy, take steps to protect service users from any form of abuse or neglect and use the appropriate reporting mechanisms to inform management of any concerns.
5. To communicate in an appropriate, open and accurate manner, respecting confidential information in line with the authority’s policies.

Health and Safety responsibilities

1. To carry out work in a manner that does not place the health and safety of yourself or
     others at unnecessary and/or inappropriate levels of risk.
2. To fully co-operate with the Department’s and the Council’s managers in all matters
     relating to occupational health and safety

3. To ensure that the Department’s and the Council’s health and safety arrangements are
     applied.

4. To report any damage to equipment and shortcomings in local arrangements to a
     supervisor or line manager. 

5. To ensure that appropriate management or organizational representatives are informed
     of; any apparent cases of serious or imminent danger, situations which present a
     significant risk to health or safety, and any shortcomings in departmental and/or
     organizational arrangements.


	Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired. (See paragraph 203 of supplemental Conditions of Service)

	Job Description prepared by:
	Sign: 
	Date:

	Agreed correct by Postholder: 
	Sign:
	Date:

	Agreed correct by Supervisor/Manager:
	Sign:
	Date:
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Department of Communities and Wellbeing
	SHORT LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	Current clean driving license (maximum 3 points on license).  Minimum 2 years driving experience. Minimum age 21 yrs. 
	(
	

	Regular experience of driving vehicles of 3,500 kg gvw or above
	(
	

	Ability to make decisions and take responsibility for own actions
	(
	

	Ability to undertake manual handling tasks
	(
	

	Ability to use manual and computerized systems.
	(
	

	Experience of storekeeping systems
	
	(

	Knowledge of health and safety legislation relating to Stores
	
	(

	Experience managing resources including staff.
	
	(

	Experience of fitting equipment. Ability to fit and maintain equipment.
	
	(

	Knowledge of and ability to undertake regular maintenance checks.
	(
	

	Experience of disabilities.
	
	(

	Ability to plan routes to deliver equipment efficiently.
	(
	

	CRB Check required
	(
	


CRITERIA FOR INTERVIEW AND OTHER ASSESSMENT METHODS

The short-listing criteria listed plus the following:

	ASSESSMENT

METHOD
	CRITERIA

	Application Form 
	Current clean driving license (maximum 3 points on license).  Minimum 2 years driving experience.

	Application Form
	Regular experience of driving vehicles of 3,500 kg gvw or above

	Application Form/Interview
	Ability to make decisions and take responsibility for own actions

	Application Form/Interview 
	Ability to undertake manual handling tasks

	Application Form/Interview
	Ability to use manual and computerised systems.

	Application Form/Interview
	Experience of storekeeping systems

	Application Form 
	Knowledge of health and safety legislation relating to Stores

	Application Form/Interview
	Experience managing resources including staff.

	Application Form/Interview
	Experience of fitting equipment. Ability to fit and maintain equipment.

	Interview
	Knowledge of and ability to undertake regular maintenance checks.

	Application Form 
	Experience of disabilities.

	Interview
	Ability to plan routes to deliver equipment efficiently.

	Post Interview
	CRB Check required
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