SPENCER PRIVATE HOSPITALS
Job Description

Job Title: 	Porter/ Handyman	
Department: 	Ward 
Responsible to: 	Senior Porter
Accountable to: 	Ward Manager 
JOB PURPOSE

To be responsible for the delivery of a highly effective portering service to the patients and staff within The Spencer Private Hospital. 

Provide a multi-skilled pro-active repairs and maintenance service to the organisation, including painting, decorating and minor electrical and plumbing/mechanical repairs. Assist Senior Porter when undertaking inspections and reviewing needs with ward staff and departmental managers.

KEY RELATIONSHIPS

· Line Manager is Senior Porter
· Work closely with Customer Services and Housekeeping
· Working relationship with all Clinical Staff
· Staff throughout the Company

KEY RESPONSIBILITIES

Financial 

· To maintain the off duty set by the Senior Porter, effective use of time

· To assist with the monitoring and control of resources allocated to the ward in order to provide the best value for patients  

· To be mindful of waste management and report any non compliances

Business Development

· To assist with the management and implementation of changes, which may be required by the organisation

· To monitor and be aware of any problems with hospital building and/or equipment and liaise with maintenance, security or administration departments

· To contribute towards creating professional relationships and behaviours with staff whereby you can continuously review workload and feel confident to put forward ideas and suggestions

Quality

· To assist with gathering, recording, assessing and storing relevant information, 

· To contribute constructively and appropriately in team meetings and working groups

· Undertake a broad range unsupervised routine maintenance and minor improvement works within the limitations of the post holder’s training and experience

· To participate in in-house training sessions and attend meetings and discussions when required

· To complete all required mandatory training

Workforce

· To participate in the induction of new portering staff   

· To identify any concerns about the quality of work and initiate action as directed by Senior  Porter


Clinical

· To convey patients around the Hospital site in a friendly and purposeful manner

· To maintain a timely collection of rubbish and linen from The Spencer Private Hospital to the allocated areas within the NHS Hospital

· To ensure timely delivery of all patient equipment, blood, oxygen, supplies, drugs, files, mail and specimens

· To ensure timely collection, sorting and delivery of post

· To monitor wheelchairs, trolleys, bed tugs used in order to complete duties, and to ensure they are in a good state of repair.  Report all unsafe conditions of equipment to the  Senior Porter 

· To maintain a high standard of cleanliness for all work areas

· To transfer bodies to the mortuary and complete all relevant documentation, prepare bodies for viewing by relatives in the chapel of rest, conforming to all religious beliefs

· To ensure all machinery is  checked  before each use, and ensure it is in a clean and tidy condition

· To be responsible for the safe collection and transport of clinical waste ensuring that it is correctly bagged, tagged and stored  in line with  The Spencer Private Hospital Waste policy’s.

· To provide assistance with security incidents as required including security of the car park
· To undertake maintenance tasks within the identified scope

· To perform any other duty as may be reasonably requested in line with your core duties

· Ensure all Health and Safety Regulations are strictly adhered to

· To ensure that all local policies and legal requirements relating to clinical care and Health and Safety are read and complied with

· Work towards retaining external ISO accreditation and participate with Investors in People


This job description is intended to reflect, in outline, the responsibilities of the postholder, which may change over time with corporate or local business needs of Spencer Private Hospitals.  It will therefore be subject to periodic review and amendment in the light of changing circumstances and following consultation with the post holder.


Signed:  …………………………………………….……… Date: …………………………………..

















CORPORATE VALUES
Spencer Private Hospitals has a set of core values which are at the heart of the vision and all that we do.  We expect our team members to demonstrate these values in all areas of their work.
· Customer Focus – We listen and adapt to the needs of our patients and stakeholders
· Responsibility – We are involved and accountable.  We respect, recognise and develop our people
· Innovation – Developing our business is our key driver, innovating our services and products to increase our visibility within the market in East Kent
· Performance – We measure our performance through evaluation of processes, creating efficiencies and striving to improve processes, creating efficiencies and striving to improve work
· Teamwork – We value our colleagues and are encouraged to work collaboratively with other and take ownership for our own training and development

BEHAVIOURS
Non-Manager Role  
	CUSTOMER
FOCUS
	Treat patients, customers and colleagues as individuals and ensure that they understand their specific needs and expectations by asking the right questions and listening to their views and concerns. Able to listen and adapt to the needs of our patients and stakeholders, show  commitment to the patient experience and take pride in providing the best possible service every time. Understands that care is core to our business and that the care they deliver helps the individual person and improves the health of the community.

	RESPONSIBILITY
	Takes ownership for the customer/patient issues and does what they can to exceed expectations. Understands their role within the organisation and is clear about the roles and responsibilities of other teams and departments, taking every opportunity to learn more about the wider business.  Supports others in their development, doing what they can to guide, mentor or coach colleagues.

	INNOVATION
	Challenges appropriately and is prepared to raise concerns about quality, safety and performance. Is actively engaged with improving the experience of patients and customers, learns from their experience and seeks to continuously improve their own performance and the performance of the service. 

	PERFORMANCE
	Understands the corporate objectives of Spencer Private Hospitals and consistently produces work of a high standard, taking ownership and seeing tasks through to the end. Is motivated to do a great job and are not afraid to suggest different ways of working to help create efficiencies and improve performance.

	TEAMWORK
	Actively builds and maintains effective and respectful relationships adapting their approach where necessary. Confidently communicates in an open accurate and straightforward way and demonstrates effective communication skills to promote the needs of our patients and customers. Has a clear sense of their role, responsibilities and purpose within their team.
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	ATTRIBUTES
	CRITERIA
	DEMONSTRATED BY

	
	
	Application
	Interview
	Test

	Education and Qualifications
	Essential
	· Secondary Education

	X
	
	

	
	Desirable
	· Relevant NVQ level 1-2 or City and Guilds
· Basic IT skills

	X
X
	
X
	

	Knowledge and experience
	Essential
	· Ability to work with people and put them at their ease
	
	X
	

	
	Desirable
	· Experience in healthcare setting
	X

	
	

	Skills
	Essential
	· Basic DIY skills

	X

	

	

	
	Desirable
	· Painting and decorating
· Gardening experience
· 
	X
X

	
	

	Personal Attributes
	Essential
	· Smart presentation
· Calm disposition
· Ability to communicate well
· Flexible to meet the needs of the Company
	
	X
X
X
X
	

	
	Desirable
	
	
	
	

	Other
	Essential
	
	
	
	

	
	Desirable
	
	
	
	



