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   THE FED
    Job Description
TITLE: 




Driver / Porter 
PLACE OF WORK: 


THE FED
DEPT: 




Housekeeping
RESPONSIBLE TO: 


Housekeeping Service Manager
DATE JOB DESCRIPTION REVIEWED: 14th November 2019
JOB PURPOSE:
Driver: To drive and maintain our company mini buses taking our residents on a variety of trips, to pick up and drop off our Day care customers, and to pick up and drop off around the local community area and using the mini buses for business purposes.

Porter: To ensure that the day to day management and maintenance of facilities and services are carried out to the highest standard ensuring that we meet the expectations of residents, staff and visitors
COMMITMENT TO OUR VALUES:

To work with both service users and colleagues, in a way which is in line with the CREW values of the organisation, namely which:
· Supports people’s right to privacy

· Respects people’s dignity

· Recognises people’s human rights

· Permits zero tolerance of all forms of abuse

· Enables people to maintain the maximum possible level of independence, choice and control

· Treats all people as individuals

· Supports people to freely express their needs and wants

· Demonstrates respect and integrity in all our work with people

Main duties and responsibilities:
· To drive and maintain the mini buses to provide transport for our residents and business.
· To help and carry out Porter support duties as requested by the Housekeeping Service Manager

· To ensure all company CREW values are followed and treat every resident with respect, dignity and giving them an independent choice.
· To deal with and solve any day to day problems / issues.

· To be able to work well under pressure

· To communicate well with all teams across all departments.
· To have a positive focused attitude / outlook and promote positivity within the team

· To follow all Company Policies & Procedures and guidelines including all aspects of H&S
· General domestic duties when needed

· Clean communal area's lifts, staircases, hand rails and skirting boards/clean service areas

· Shampoo carpets

· Scrub floors, wax where needed

· Move all furniture etc

· Remove all general rubbish to bin area

· Remove all clinical waste

· Set up daily functions when required

· Answer mobile phones when necessary

· Remove R.I.P. to the morgue

· Clean the morgue

· Remove carpets on request

· Ground maintenance:  Keep paths and stair cases clean and free from debris.  Gritting when necessary.  Keep bin areas tidy.   

· Clean drains around the site

· Additional cover for emergency lift release

· Changing light bulbs when needed

· Attending circuit breakers if electrics trip and resetting 

· Helping to switch over to generator if electrics fail.

· General duties i.e. unblock toilets etc.  

The above list is not exhaustive. You will be required to carry out the duties highlighted in bold as and when there is no maintenance support on site.







___________



General Responsibilities
· To work in accordance with the organisation’s mission, vision, strategic plans, policies and procedures.

· To work in accordance with the Skills for Care code of practice for social care workers and Care Quality Commission (CQC) regulations.

· To behave in a manner that always reflects positively on the organisation .

· To demonstrate a commitment to the safeguarding and welfare of vulnerable adults and children.

· To promote equality of opportunity and anti-discriminatory practices.

· To assist in monitoring and maintaining quality standards across the organisation.

· To demonstrate an understanding and commitment to the principles of confidentiality.

· To work in a manner that is sensitive and empathetic to the culture of the Jewish Community.

· At all times ensure effective and efficient use of the THE FED’s resources.
Health & Safety
· All employees are subject to the Health & Safety at Work Act.

· To take reasonable care for the health and safety of yourself and other persons who may be affected by your acts or omissions at work.

· To undertake duties and responsibilities in full accordance with the organisation’s Health & Safety policy and procedures.

· To co-operate with policies and procedures to enable the organisation to comply with its obligation under Health & Safety legislation.

· To report immediately to your line manager any defects in equipment or the working environment and report areas of risk.







____________

Training and Development

· Participate fully in training and development in accordance with the organisations training plan and mandatory requirements.
· To attend and participate in supervision sessions and an annual personal review.
· To attend and participate in staff meetings.
· To contribute to the learning of other staff.
· To employ the skills and knowledge gained from training back in the work environment and to evidence your progression through measure of competencies in supervision with your manager.
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This job description is not intended to be exhaustive and it is likely that duties may be altered from time to time in light of changing circumstances, following discussion with the post holder.








Post Holder				


		(Print name)				


Signature				





Date					





Dept/Floor----------------------------------	








