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The Shakespeare Hospice

Job Description

Title: 



Van Driver/Assistant
Line Manager: 

Avenue Farm Shop Manager
Hours:

18 Hours per week (3 x 6 hour shifts Monday – Friday)

Department:
Retail

Primary Work Base:
Avenue Farm

Contract:
6 month fixed term contract
NB as we are a multi- site organisation some flexibility relating to place of work will be required. We reserve the right to change the work base of our employees to meet our business needs.
To assist in providing a comprehensive and efficient service in supplying and collecting goods for the Hospice shops.
Key Responsibilities:

1. Liaising with the Shop Manager in prioritising the daily/weekly work schedules.
2. Deliver and collect stock to and from the Avenue Farm.
3. Assess, collect or refuse donated items from members of the public in a courteous manner, explaining the reasons for these actions.
4. Undertake bag drop duties at the Shop Manager’s request.
5. To liaise appropriately and professionally with external and internal personnel at all times.
6. To undertake any administrative documentation in the performance of the above duties, as required, including the Gift Aid process.
7. Undertake removal and disposal of surplus items as required.
8. To be aware of relevant health & safety legislation in the performance of your duties; including manual handling and lifting, in which training will be given.
9. Responsibility to drive in a safe and courteous manner on the public highway at all times, bearing in mind that you are representing the Hospice.
10. To assist the Shop, Assistant Manager with duties such as sorting clothing, tidying etc. in quiet periods of the week
11. Actively promote the store to generate stock and regular customers.

12. To ensure that best practice is displayed at all times in the performance of the above duties and that it is line with the Hospices policies, Procedures and Values.
13. To attend mandatory training sessions and Hospices meetings when requested.
General Responsibilities and Obligations of all employees; 

Policies and Procedures

The post holder is required to have a good understanding of and to comply with all relevant Hospice policies, procedures and guidelines. Any contravention of Hospice policies or procedures may result in disciplinary action.

Volunteers
The Hospice recognises the valuable contribution that volunteers make, and we expect all employees to be able to support and work effectively with our volunteers.

Confidentiality and Data protection
It is a requirement of employment with The Shakespeare Hospice that all staff must comply with the obligation of confidentiality relating to personal information that could identify individuals.  The Data Protection Act 1974/1998 safeguards the handling of information held in both electronic and manual filing systems and it is the duty of all staff employed by the Hospice to uphold the principles of the Act, adhere to the Hospice policies and to maintain strict confidentiality at all times.
Infection Control
All employees of The Shakespeare Hospice must be aware of infection prevention and control policies and are expected to follow them at all times. Any breach of infection control policies which places patients, visitors or colleagues at risk may result in disciplinary action.

Equality & Diversity
The post-holder must at all times carry out his/her responsibilities in line with the Hospice’s Equality & Diversity Policy.
Health & Safety
Employees must be aware of the responsibilities placed upon them under the Health and Safety work Act 1974, to ensure that the agreed safety procedures are carried out to maintain a safe working environment for patients, visitors and colleagues. The post holder is required to conform with the Hospice policies on Health and Safety and Fire Prevention, and to attend related training as required.
Safeguarding Vulnerable Adults and Children
It is the duty of all staff working for the Hospice to safeguard children and vulnerable adults and undertake safeguarding training at an appropriate level.

Code of Conduct
Employees are required to represent the Hospice in a positive light and embody the corporate identity in appearance, demeanour, values and ethics.
Other

· Promote the work of the Hospice, reflecting the Hospice vision and values.

· Attend mandatory and relevant training as identified by the Hospice/Line Manager.

· Participate in the appraisal process annually.

· Undertake any other duties commensurate with the post.

Review of Job Description
This job description is an outline of the key duties and responsibilities of the role and is not intended as an exhaustive list. The job description may change over time to reflect the changing needs of the service. The post holder may be required to undertake other duties that could reasonably be considered commensurate with the post.
This job description is subject to periodic review and may be changed/updated following consultation with the postholder(s).
The Hospice operates a No Smoking Policy 

I have read and understood the above:
Signed___________________________

Name  ___________________________

Date    ____________
PERSON SPECIFICATION – 

The successful candidate will need to demonstrate:

	CRITERIA
	E or D =

Essential or Desirable
	Assessed:

A = Application form

I  = Interview

T = Test at Interview

	WORK EXPERIENCE
	
	A
	I
	T

	Driver delivery & collection experience
	E
	√
	√
	

	Experience of delivering excellent customer service
	E
	√
	√
	

	Experience of working within a small team 
	E
	√
	√
	

	QUALIFICATIONS/KNOWLEDGE

	Full clean driving licence
	E
	√
	√
	

	Retail skills in selling and customer service
	D
	√
	√
	

	Knowledge and proficient use of portable appliance testing with certificate
	D
	√
	√
	

	Empathy with the work of The Shakespeare Hospice
	E
	√
	√
	

	SKILLS AND ABILITIES

	Excellent communication skills – must be able to relate to a diverse range of people and handle difficult situations  
	E
	√
	√
	

	Ability to work on own initiative and in a small team of people.
	E
	√
	√
	

	Ability to drive sales in this store, ensuring the shop achieves sales targets. 
	E
	√
	√
	

	Excellent organisational skills and the ability to plan, prioritise and complete tasks on schedule
	E
	√
	√
	

	Willingness and ability to learn new skills
	E
	√
	√
	

	Ability to be reliable, flexible and punctual
	E
	√
	√
	

	Attention to detail/accurate record keeping 
	D
	√
	√
	

	Physically fit and able to handle heavy items
	E
	√
	√
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