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JOB DESCRIPTION

This post has been identified as involving access to vulnerable adults and/or children and in line with Trust policy successful applicants will be required to undertake a Criminal Records Bureau Disclosure Check.

1.
JOB DETAILS

Job Title: 


Rehabilitation Technician
 

Band:



3
 
 

Reports to: 


Senior Rehabilitation Engineer

Division:
Specialist Services
2.
JOB PURPOSE
Responsible for the efficient supply and delivery of wheelchairs, special seating and associated accessories to patients.

To assist the Rehabilitation Engineers, Wheelchair Therapists and the wider wheelchair team to ensure the efficient provision and processing of equipment, in order to provide a timely service to wheelchair clients across the NHS Devon CCG area, covered by the Exeter Wheelchair Service.
Assisting with the monitoring and maintenance of quality standards contained in current purchaser/provider contracts. The role will involve patient contact, both direct and over the telephone.
The position is based at the Exeter Mobility Centre as part of the Royal Devon and Exeter Foundation Trust, within the Specialist Services Division but will require regular travel across Devon
3.
DIMENSIONS/ KEY WORKING RELATIONS
· Head of Therapy Services

· Associate Clinical Services Manager

· Clinical Lead Wheelchair Therapist
· Wheelchair Therapists

· Rehabilitation Engineers

· Wheelchair Administration Team

· Wheelchair Approved Repairer Personnel

· External agencies – schools, clinics etc

· Specialist Services Directorate

4. ORGANISATIONAL CHART:










5.
KEY RESULT AREAS/PRINCIPAL DUTIES AND RESPONSIBILITIES:
Technical
· Responsible for ensuring that equipment is correct and set up prior to delivery by EMC staff.

· Inspect equipment following reconditioning, to ensure the quality and correct specification.

· Receive deliveries of equipment for EMC delivery from Approved Repairer ensuring all orders have been completed and user manuals are supplied.

· Prepare equipment for EMC delivery - fitting seating, accessories and modifications prior to appointment date. Advise Rehabilitation Engineers of any non-compatibilities or problems with equipment.

· Ensure all equipment for EMC delivery is complete with user instructions and fitted with a safety belt.
· Liaise with administration staff to ensure that cancelled allocated stock for EMC delivery is returned back into stock.

· Ensure all powered equipment is fully charged and chargers are complete with a mains lead. 
· Select pushchairs and special seating suitable for reconditioning, ensuring they are in good working order and free from paint damage. Arrange with the Approved Repairer to carry out any repairs and replace any missing parts.
· Carry out quality control inspections on returned equipment at Approved Repairers prior to cleaning and scrap models not suitable for recycling as applicable as guided by the Rehabilitation Engineer team.

· Attend school clinics, domiciliary visits and other clinics as required to assist the Rehabilitation Engineer or Wheelchair Therapist in the delivery, setting up and adjusting of equipment.     
· Deliver and demonstrate equipment to patients as directed by the wheelchair clinical team.
Administration

· Assist at stock checks when required to ensure accurate stock information as instructed by the Clinical Lead Wheelchair Therapist or Rehabilitation Engineer.

· All stock must be checked at least once per annum, following stock taking procedures approved by the Trust Internal Audit Department. Liaise with technical and administration staff as directed by the Clinical Lead Wheelchair Therapist.

· Maintain the security of confidential patient data (written and computer records) and appropriateness of entries to comply with the requirements of the Data Protection Act

Environment
· Duties to be carried out in a warehouse/office environment, alongside locations within the wider community including patients home environments, which will involve the daily manual handling of equipment.

Communication
· To liaise with and advise the contractor when necessary on matters relating to the storage, reconditioning and allocation of equipment.
· To communicate complex information with staff, clients, external organisations and colleagues in a courteous, professional and timely manner at all times.

· To deal with all day to day correspondence within the department, initiating appropriate responses in order to provide, staff and other parties with required information in a friendly and professional manner.

· To manage email communication in a timely way and in line with the RD&E’s email Best Practice guidance.
· To liaise with patients when requested by the Rehabilitation Engineers and Therapists and provide non-clinical advice when required.
· To participate in team and directorate meetings as required.
Product Knowledge
· Maintain an up to date knowledge of wheelchairs, cushions, seating and associated accessories for the efficient allocation of stock and preparation of equipment for EMC delivery.

Resource Management
· To monitor use of equipment supplies and ensure this is done efficiently and cost effectively in line with the needs of the service.

Governance
· To undertake training as required to maintain competency / comply with Trust policies.
· To ensure all information relating to clients and staff, gained through employment with the Trust, is kept confidential in accordance with Trust policy and Data Protection Act.
· To work within Trust policies, including those for confidentiality, data protection, health and safety, fire protection, annual appraisal as well as any other policies relevant to this role.

Additional Responsibilities
· In addition the post holder will be expected to carry out any other duties as required commensurate to the grade.
· The post holder may be required to mentor and support new starters, students, and other team members as required.
Other Responsibilities:
· To take part in regular performance appraisal
· To undertake any training required in order to maintain competency including mandatory training, i.e. Fire, 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
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 reserves 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 01884 836 024 

· email stopsmoking.devonpct@nhs.net.

ROYAL DEVON & EXETER NHS FOUNDATION TRUST

PERSON SPECIFICATION

POST: Wheelchair Technician and Equipment Co-ordinator
BAND: 3
	REQUIREMENTS
	E/D*
	MET
	NOT MET

	QUALIFICATIONS / TRAINING

Minimum GCSE or equivalent in English and Mathematics 

Level 3 qualification in engineering or equivalent experience

	E

E


	
	

	KNOWLEDGE / SKILLS

Sound technical or mechanical engineering knowledge

Good eye and hand coordination

Medical terminology
Willingness to learn

Good written and verbal communication skills

Hospital knowledge


	E

E

D

E
E

D
	
	

	EXPERIENCE

Previous practical engineering experience

Manipulation of fine tools and material

Working with the public

NHS experience

Contribution to service development
Knowledge of Health and Safety requirements

Skill to work with various types of hand tools

	D
E

D

D

D

D
E
	
	

	PERSONAL ATTRIBUTES

Proven experience of adaptability in the workplace

Good understanding of working within a team

Attention to detail

Problem solver

Able to plan and organise workload

Remain calm and professional in a busy environment

Adhere to data protection and confidentiality requirements


	E

E

E

E

E

E

E


	
	

	OTHER REQUIREMENTS

Well organised

Able to prioritise own work load and meet deadlines
Full clean driving licence

	E

E

E
	
	


* Essential/Desirable

	HAZARDS IDENTIFIED (tick as appropriate):

	Laboratory specimens

Proteinacious Dusts
	
	Clinical contact with 

patients
	(
	Performing Exposure

Prone Invasive Procedures
	

	Blood / Body Fluids
	(
	Dusty environment
	
	VDU use
	(

	Radiation
	
	Challenging Behaviour
	(
	Manual handling
	(

	Solvents
	(
	Driving
	(
	Noise
	

	Respiratory Sensitisers
	
	Food handling
	
	Working in isolation
	(


Associate Clinical Services Manager


1.0 wte B7





Prosthetic Service





Orthotic Clinical Service


and workshop





Admin Team Lead B4 1.0 wte





Clinical Lead Therapist for Wheelchairs & Seating 1.0 wte B7





Integrated Admin team


6.0 wte B3





Senior / Team Lead Therapists


2.4 wte B6





Specialist Rehabilitation Engineers 3.0 wte B6








Reception / clerks


B2 





Rehabilitation Technician 1.0 wte
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