DIRECTORATE OF FACILITIES

GENERIC JOB PROFILE

TITLE:-


Porter (Lodge, House and Theatre)

GRADE:-


Band 1
LOCATION:-

TO BE DETERMINED 

RESPONSIBLE TO:-
Senior Porter/ Supervisor/ Hotel Services Manager 

ACCOUNTABLE TO:-
Hotel Services Manager

JOB SUMMARY:-


As a member of the portering team you will support the clinical staff in providing first class health care. Your role will involve many tasks which maintain the smooth running of the hospital. As a porter in a specific area your role will develop and you will specialise. The key duties listed below are some of the tasks you may be asked to undertake but will differ according to the post. 
The range of duties listed below are those which may be undertaken by the post holder, either regularly or infrequently after appropriate and adequate training has been undertaken successfully.
KEY DUTIES:-

-
Man the main reception desk and the general surveillance for security purposes of people entering and leaving the building. 

-
Respond to Taxi requests in line with local hospital policy.

· Ensure keys for various departments are logged and stored appropriately.

· Deal with enquiries from patients, visitors and staff.

-
Deliver and collect mail, gifts and parcels from Wards and Departments.

-
Remove  rubbish and clinical waste throughout the Hospital.  

-
Receive and deliver stores from all Wards and Departments as directed.

-
Collect and deliver meal trolleys from Kitchens and Wards.

· Collect and deliver Pharmacy boxes to wards and clinic areas.

-
Receive medical gas deliveries and the changing of medical gas cylinders as required.

-
Move and store medical and general equipment in accordance with manufacturers guidelines.

-
Transport patients between ward and department areas as instructed.

· Be responsible for maintaining outside areas and corridors in a clean, safe and tidy manner. 

· Carry an emergency bleep and react as required.

· Collection of Bloods, Specimens and Pharmacy items. 

· Mortuary duties as required.

· Carry out any cleaning as required of surfaces walls, floors furniture and non-technical equipment in any area as required.

· Collect and return sterile services equipment as required.

· Restock, issue and rotate stores. 

· Securing premises as required.

· (General Hospital Only:) Undertake car parking allocation as requested by hospital management.

Health & Safety

Under the provisions contained in the Health and Safety at Work Act (1974), it is the duty of every employee to:-

(i)    take reasonable care of themselves and for others at work

(ii)   to co-operate with Trust, as far as is necessary, to enable them to carry out their legal duty and

(iii)  not to intentionally, or recklessly, interfere with anything provided including personal, protective equipment, for health and safety, or welfare at work. 

In accordance with the Health and Safety (Display Screen Equipment) Regulations 1992, this position is designated as a display screen user post. 

Clinical Governance

Clinical Governance is the framework through which this Trust is accountable for continuously improving the quality of its services and safeguarding the high standards of care. It does so by creating and maintaining an environment in which excellence in clinical care will flourish. 

Every member of staff must work within this framework as specified in his/her individual job description. If you have concerns on any Clinical Governance matters these should be raised with your line manager, professional advisor, or a more senior member of management. Your attention is also drawn to the Trust guidance on Raising Concerns about Provision of Patient Care. 

The Working Time Regulations 1998 (SI 1998/1833)

You are required to comply with the Trust policy on implementation of the Working Time Regulations, including declaration of hours worked and breaks taken, completing written records if required, and reporting any instances where your pattern of working hours may constitute a health and safety risk to yourself, patients, the public and other Trust employees. You have the right not to be subjected to any unlawful detriment by reporting any concerns under the Regulations. 

Additional Work

You are required to disclose any additional work you undertake or are planning to undertake for another employer. The Trust will permit you to undertake this additional work providing the Trust is satisfied that this does not conflict with the interests of the organisation, performance of your normal duties or with the requirements of the Working Time Regulations. 

This job description is not an exhaustive list of duties, but is intended to give a general indication of the range of work undertaken and will vary in detail in the light of changing demands and priorities within the Directorate.  Substantive changes in the range of work undertaken will be carried out in consultation with the job holder. 

Staff who transferred to the Trust from employment with the Bristol and Weston Health Authority on 1 April 1991 and retained their previous Terms and Conditions of Service, should note that in the event to appoint to this post they will be issued with a new Trust Statement of Terms and Conditions and waive their right to employment under the terms applicable upon transfer on 1 April 1991. 
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United Bristol Healthcare NHS Trust

Directorate of Facilities

Person Specification

Post of:
Porter 

Unit:

To be Determined

	Criteria


	Essential
	Desirable



	Basic Skills
	· Good communication skills

· Ability to prioritise

· Ability to use own initiative 

· Work well in a team.

· Numerate and literate

 
	

	Experience


	
	· Experience in a similar field

	Other Relevant Requirements


	· Flexible attitude to work, hours and duties
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