 INSPIRE COMMUNITY TRUST
JOB DESCRIPTION

STORES CLEANING AND SUPPORT OPERATIVE
Type of Contract:
Permanent
Hours per week:
Full-time – 36 hours per week 
Salary:

£ 7.83 per hour 
Employed by:
Inspire Community Trust

Responsible to:
Stores Co-ordinator
Purpose of Job

The role of the Stores Cleaning and Support Operative is to work as part of a team to assist the Stores Co-ordinator with the provision of equipment to social and health care clients within the Bexley boundary and, on occasions, outlying areas. The Stores Cleaning and Support Operative will be required to clean a range of disability aids either by hand, or by the use of an industrial washing machine to a standard that enables the equipment to be re-issued. The role requires a flexible approach in order to offer general support to the service and may therefore also include driving a van to deliver or collect equipment, acting as drivers’ assistant and some general warehouse duties.
Main Duties and Responsibilities
1.
Cleaning of equipment
1.1
Dis-assemble equipment for cleaning and refurbishment.
1.2
Decontaminate equipment by the use of a Turbex industrial washing chamber or by hand in accordance with supplier’s instructions, including the use of an air gun & jet washer to thoroughly clean all equipment.
1.3
Undertake cleaning processes in accordance with COSHH requirements, Infection Control Procedures and MHRA regulations and ensure all personnel work in a safe environment.

1.4
Re-assemble and test equipment after cleaning and refurbishment
1.5
Scan equipment back into shelf stock by use of Procloud Asset Management System. 
2.
Refurbishment, Repair and Write-off of equipment
2.1
Undertake routine repair and maintenance of equipment. 

2.2
To record Write Offs of Equipment & Reasons why by use of Procloud Scanner.
3.
Warehousing Duties
3.1
Cleaning Area
3.1.1
Ensure storage shelves are stacked in a safe manner
3.1.2
Inspect area daily and ensure problems are rectified as soon as possible
3.1.3
Ensure all surfaces are kept clean and clear of clutter.
3.1.4
Ensure floor is swept each day and disinfected twice weekly.
3.1.5
Complete Logbook of actions on a daily basis.
3.1.6
Undertake daily/weekly routine maintenance of the Turbex Machine in accordance with manufacture instructions & internal training.
3.1.7   Undertake management of Cleaning Products by stock management & ensuring products are reordered in good time.
3.1.8   Clean slings & other soft fabric items in Washing Machine as manufacturer instructions.
3.2
Other Warehouse Areas
3.2.1
Undertake the sweeping of the main warehouse including the Mezzanine deck  and communal areas on a daily basis.
3.2.2
Ensure all rubbish bins are emptied at the end of each day.  
3.2.3
Wash warehouse floor on a weekly basis. 

3.2.4
Ensure all aisles are kept clear of obstruction and any poorly stacked equipment re stacked.
3.2.5
Ensure all cardboard is flattened and placed in storage bins for collection
3.2.6   Unpack & assemble equipment ready for storage.

3.2.7    Put Electrical equipment on charge as necessary.

3.2.8    Ensure equipment for service or cleaning by outside company(s) is easily      

            Identified & stored in appropriate areas.   

3.3
Whole Site

3.3.1
You may be required to undertake cleaning & clearance duties in other areas of the Inspire site, as directed. 
3.3.2   You will be required to assist with Stock Take’s as directed by Stores Co-ordinator. 

4.
Delivery & Storage of equipment
4.1
Assist in taking in deliveries, unpacking & checking goods for damage or shortage before storage. 
4.2      Scan Equipment into stock via Procloud system. Print Barcodes & barcode equipment  as appropriate.

4.3
Ensure damaged goods or shortages are reported to the Stores Co-ordinator or ICES Service Manager immediately
4.4
Assist the ICES drivers to load or unload the delivery vehicles as required.
4.5
Assist drivers with delivery and collection of equipment, when required
4.6      To drive company vehicles to undertake delivery or collection of disability equipment as & when necessary. ( an enhanced hourly rate will apply to this task and a full, clean UK drivers licence is therefore essential.
Any other duties as directed by the Service Manager or Store Co-ordinator.
5.
General 
5.1 To communicate with colleagues, clients and visitors in a polite and courteous          
      manner at all times

5.2  To observe and comply with Inspire’s policies and procedures.

5.3  To have responsibility for the health, safety and welfare of self and others and   

           to comply at all times with the Health and Safety regulations
5.4  To report all clinical and non-clinical accidents or near misses promptly and  when required, to co-operate with any investigation undertaken.  
5.5  To ensure confidentiality at all times, only releasing confidential information      

           obtained during the course of employment in an official capacity   
5.6  To comply with the Inspire’s and the Commissioners’ policies on diversity, the 
consumption of alcohol and non-smoking
5.7  To comply with the requirements of the GDPR 
5.8  To attend any mandatory training and induction courses as designated by  

Management
5.9  To work within Inspire’s and Bexley NHS Clinical Commissioning Group’s  
            agenda for quality through the Clinical Governance Agenda and to be aware  

            of one’s own responsibility to deliver a high quality service at all times.
5.9.1 To work within Inspire’s Equality and Diversity Agenda by being aware of unlawful discrimination, and promoting equality of opportunity and good relations between people of different groups
5.9.2 Maintaining an inclusive approach to work and embedding equality and diversity into all work activities.
5.9.3 To carry out any other tasks as directed by the Stores Co-ordinator or Service Manager.
This is a description of the job as it is presently constructed.  This will be periodically reviewed and updated to ensure that the job description fully reflects the duties and responsibilities required.  This will be done by the line manager in consultation with the post holder.
The core Warehouse hours are currently 9:00am to 5:00 pm, Monday to Friday. 

The Service operates a Seven Day service and you may be required to work Saturday, Sunday mornings and Bank Holidays to undertake delivery and or collection of Disability Equipment.  This will be operated on a rota system. 
PERSON SPECIFICATION

Stores Cleaning and Support Operative - ICES
	
	Essential
	Desirable
	How Tested

	Education, Qualifications and Training
	Educated to GCSE standard – 3 passes at A*-C including English

	Educated to C level standard in English
	Application form

Certificates



	Experience
	1 years’ experience as a cleaner or Warehouse operative, or Delivery driver.

	1 Years experience working for a health or social care organisation.

Experience in stock taking and purchasing routines
	Application form

Interview

	Skills and Abilities
	Be medically fit to undertake tasks that will involve heavy lifting 

Good verbal and written communication skills.

Able to understand and carry out both verbal and written instruction.

Punctual.

Ability to multi-task with a flexible approach to carrying out tasks 

Ability to work on own initiative
Able to work as part of a team.

Full UK Driving Licence
	Basic Knowledge of IT
	Application form

Interview

References
Licence Check

	Knowledge
	Ability to assemble and disassemble basic community equipment.

	Have an understanding of Health & Safety requirements
Knowledge of The London Borough of Bexley area
	Interview



	Personal Attributes

(demonstrable)
	Be of a clean and tidy appearance
Enthusiastic

Reliable
Observant and able to pay attention to detail.
Ability to communicate in a caring and sympathetic manner with distressed clients

Ability to communicate with internal contacts to facilitate the efficient delivery of the service 

	
	Interview

References
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