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“Our vision is to provide safe, high quality seamless service delivered with courtesy and respect. To achieve our vision we expect all our staff to uphold our Trust Values”
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	JOB DETAILS 

	Job Title 
	Logistics Assistant

	Reports to 
	Logistics Supervisor / Logistics Assistant Manager

	Band 
	2

	Department/Directorate 
	Estates and Facilities Management (EFM) / Finance



	JOB PURPOSE 

	Being guided by standard procedures, provide internal supply chain services including receipts, distribution and materials management using computerised receipts, storage and bar coded data capture systems.

Develop productive working relationships with customers seeking to minimise inventory level and reducing invoice queries.
Build collaborative relationships and achieve positive performance against patients care, quality and value for money targets.
Logistics Assistants will be required to work at various locations across the Trust, including Wonford, Heavitree, Mardon and the Distribution Centre at Sowton.


	KEY WORKING RELATIONSHIPS 
	

	Key Working Relations:
· Head of Facilities Management
· Service Manager (Facilities)
· Operational Support Manager
· Facilities Operational Managers
· Logistics Assistant Manager
· Facilities Assistant Managers
· Supervisors
· Logistics Assistants
· Ward Housekeepers / Ward Clerks
· Ward Matrons and Nursing staff
· Infection Control Staff
· Site Management / On-Call teams
· Governance Manager
· All other Facilities Staff




	ORGANISATIONAL CHART 
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	KEY RESULT AREAS/PRINCIPAL DUTIES AND RESPONSIBILITIES 

	· To be fully conversant with the Logistics Department Materials management programme and procedures.
· To be fully conversant with the Logistics Department Receipts and distribution procedures.
· To ensure that deliveries are correct against requisition, resolve any discrepancies arising from mis-picks, damaged goods, etc and report these to the Logistics Administrator or Line Manager.
· To maintain Emergency/Out of hours store for critical areas when required (Theatres/ITU).
· To ensure stock levels are sufficient at all times including the cover of weekends and Bank Holidays.
· In conjunction with the Ward Matron and Logistics Assistant Manager, regularly review top up inventory level and increase or decrease levels as necessary to ensure the Trust stocked to the correct level based on usage.
· To assist in the implementation of Materials Management systems at ward/department level to new areas and maintain existing areas. 
· To ensure the security and delivery of goods to appropriate destinations.
· To perform any other duties as may be requested by the Logistics Supervisor, Assistant Manager or Manager commensurate with the position.


	COMMUNICATION/RELATIONSHIP SKILLS 

	· To provide cover for other members of the Logistics team when requested by the Logistics Supervisor, Assistant Manager or Manager.
· To maintain and promote good working relationships with ward / department staff at all time.
· To communicate with Logistics Department Staff and ward staff via telephone, face to face and email.
· To provide training and advice to new members of staff, as and when required.
· To be able to communicate orally, using the Trust (Logistics) mobile phones provided, to give and receive routine information mainly with work colleagues.
· To remain courteous and helpful at all times


	ANALYTICAL/JUDGEMENTAL SKILLS

	· To inform Line Manager of any faults with the Logistics delivery vehicle.


	PLANNING/ORGANISATIONAL SKILLS

	·  To plan the day to day work within Materials Management schedule and the correct sorting of deliveries as well as prioritising of urgent deliveries.


	PHYSICAL SKILLS 

	· To use hand held device to scan bar codes and order products to adequately maintain stock levels.
· To receive, unpack and check deliveries from Suppliers.
· To receive, unpack and put away stock on wards/departments ensuring stock rotation.


	PATIENT/CLIENT CARE 

	· To be polite and courteous to staff, patient and visitors during periodic incidental contacts.


	POLICY/SERVICE DEVELOPMENT 

	· To be able to refer to and follow Trust Policies and Standard Operating Procedures for own area of work. May be asked to comment on Departmental policies and procedures.
· To understand Health & Safety and Confidentiality guidelines, promptly reporting any untoward incident to the Waste, Post & Logistics Operational Manager/Assistant Manager and completing any appropriate accident/incident reports in line with Trust policy (Datix)


	FINANCIAL/PHYSICAL RESOURCES 

	· Ensures the safe use of equipment used in the course of own work.


	HUMAN RESOURCES 

	· May be required to demonstrate and provide advice to new and less experience staff.


	INFORMATION RESOURCES 

	· To assist with the maintenance of records and collection of data as required.


	RESEARCH AND DEVELOPMENT 

	· Occasionally undertakes surveys or audits, as necessary for own work area.  May be asked to test new equipment for the Department.


	FREEDOM TO ACT 

	· To follow well defined Department Standard Operating Procedures and Policy.  Supervision available for advice and guidance, if required.


	OTHER RESPONSIBILITIES 

	· To take part in regular performance appraisal.
· To undertake any training required in order to maintain competency including mandatory training, e.g. Manual Handling.
· To contribute to and work within a safe working environment .
· The post holder is expected to comply with Trust Infection Control Policies and conduct him/herself at all times in such a manner as to minimise the risk of healthcare associated infection.
· As an employee of the Trust, it is a contractual duty that you abide by any relevant code of professional conduct and/or practice applicable to you.  A breach of this requirement may result in action being taken against you (in accordance with the Trust’s disciplinary policy) up to and including dismissal.
· Contribute to and work within a safe working environment.
· The post holder is expected to comply with Trust Infection Control Policies and conduct him/herself at all times in such a manner as to minimise the risk of healthcare associated infection.

	APPLICABLE TO MANAGERS ONLY

	Evidence that supporting employee health and wellbeing is included in any documents outlining the skills and knowledge that line managers need.


	THE TRUST- VISION AND VALUES 

	Our vision is to provide safe, high quality seamless services delivered with courtesy and respect. To achieve our vision we expect all our staff to uphold our Trust values. Our Trust values are:

Honesty, Openness & Integrity
Fairness,
Inclusion & Collaboration
Respect & Dignity

We recruit competent staff that we support in maintaining and extending their skills in accordance with the needs of the people we serve.  We will pay staff fairly and recognise the whole staff’s commitment to meeting the needs of our patients.

We are committed to equal opportunity for all and encourage flexible working arrangements including job sharing. 

We are committed to recruiting and supporting a diverse workforce and welcome applications from all sections of the community, regardless of age, disability, gender, race, religion, sexual orientation, maternity/pregnancy, marriage/civil partnership or transgender status.  We expect all staff to behave in a way which recognises and respects this diversity, in line with the appropriate standards.


	GENERAL 

	This is a description of the job as it is now.  We periodically examine employees' job descriptions and update them to ensure that they reflect the job as it is then being performed, or to incorporate any changes being proposed.  This procedure is conducted by the Manager in consultation with the jobholder.  You will, therefore, be expected to participate fully in such discussions.   We aim to reach agreement on reasonable changes, but if agreement is not possible, we reserve the right to insist on changes to your job description after consultation with you.

The RD&E is a totally smoke-free Trust.  Smoking is not permitted anywhere on Trust property, including all buildings, grounds and car parks.  For help to quit call: 01392 207462.
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	Logistics Assistant 

	BAND  
	2




	Requirements
	Essential
	Desirable

	QUALIFICATION/ SPECIAL TRAINING
Good Educational Standard, including GCSE English & Maths Grade A-D or to be able to demonstrate that they can operate at this level.
Basic IT qualification or equivalent.

	
E


E
	

	KNOWLEDGE/SKILLS
Knowledge of Materials Management within an NHS Setting.
Knowledge of NHS computer systems in particular NSH Supply Chain EDC.
Basic computer skills, including use of Microsoft Word and Excel.
Ability to work of own initiative with a degree of influencing skills.

	
D
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	EXPERIENCE 
Experience of working in a warehouse environment
Experience of driving a Reach Forklift Truck
General Stores Keeping
General Inventory Management
Receipting of Goods

	
E
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	PERSONAL ATTRIBUTES 
Strong team player
Responsible
Excellent Time Keeping
Professional Attitude
Enthusiastic, focussed and self challenged
Strong drive for personal achievements
Flexible and willing to help others
Able to stand and walk for long distance
Able to lift, carry and push maximum permitted loads
Ability and willingness to be able to undertake all relevant training

	
E
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	OTHER REQUIRMENTS 
Full driving licence with the ability to drive a 3.5t van
Reach Forklift Licence
Counter Balance Forklift Licence
Banksman Trained
Basic First Aid Trained
	
E
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Deputy Head of Facilities


Service Manager - Fac B


Service Manager - Fac C


Operational Service Manager - EPRR 


Governence Manager 


Deputy Service Manager (Administration)


Service Manager  - Fac A


Deputy Service Manager


Deputy Service Manager


Chief Finance Officer


Director of Estates & Facilities


Deputy Director of Estates & Facilities


Commercial Business Manager


Head of Capital Projects


Head of Estates


Deputy Service Manager / MEM Manager x 2


Deputy Service Manager / HSDU Manager


Logistics, Post & Waste Manager


Portering Manager


Transport Manager


Graphics Co-ordinator


Domestic Services Manager


Hotel Services Manager x 2


Patient Meal Services Manager


Retail Catering Manager


Accommodation Manager


Linen Services Manager


Childcare Services Manager


Admin Line Manager x 2


Admin Team Leader x 6.29


Admin & Secretarial Staff x 15.54


Car Parking Admin


Training & Audit


ID/Access Control/Lockers Admin


Senior Finance Officer


Staff Travel & Car Parking Manager


LSMS


Trainee


Security &  Training Manager


Training Team


Deputy Head of Estates


Minor Works Officer x 2


Estates Officer x  4


Estates Officer (Community)


Energy & Sustainability Manager


Compliance Officer


Senior Fire Officer


Fire Advisor x 2


Project Manager x 2


Project Officer


Project Support Officer


CAD Technician


Staff Support Manager
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