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JOB DESCRI PTI ON  

Job Titl e: Healt hcare Assi st ant  

Band:  Band 2 

Responsi bl e To:  Di schar ge Lounge Lead 

Account abl e To:  Head of Pati ent Fl ow 

Secti on/ Depart ment/ Di rect orat e: Medi cal Di vi si on 

Job Pur pose:  

Under t he supervi si on and di recti on of a Regi st er ed Nur se, t he post-hol der wi ll : 
 

1. 1. Assi st i n t he deli very of cli ni cal car e t o patient s ensuri ng t he hi ghest possi bl e evi denced based 
st andar ds.  
 

1. 2. Compet entl y pr ovi de cli ni cal car e i n an agr eed, ti mel y and appr opri at e manner. 
 

1. 3. Accur at el y recor d and coll at e pati ent i nf or mation ensuri ng any pr obl ems ar e report ed.  

Cont ext: 

The Healt hcare Assi st ant will be based i n t he Nort h Devon Di stri ct hospi t al. 

The post hol der will f ulfil all t asks and work as part of a t eam. To meet the needs of t he servi ce, t he post 
hol der may be requi red to work i n ot her areas as appr opri at e as di rect ed by t he li ne manager.  
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Key Wor ki ng Rel ati onshi ps:  

The post hol der will be worki ng al ongsi de all team me mber s f or m t he mul ti di sci pli nary t eam incl udi ng 
heal t hcar e assi st ant s, regi st er ed nurses, war d si sters, medi cal st aff and t her apy st aff.  

 The post hol der i s requi red t o deal  eff ecti vel y wit h st aff of al l l evel s t hroughout t he Tr ust, t he wi der 
Heal t hcar e communi t y, ext er nal  organi sati ons and t he publi c. Thi s will i nclude ver bal, writt en and el ectroni c 
medi a.  

Or gani sati onal Chart: 

 

 

 

 

 

 

 

 

 

 

Key Result Areas/ Pri nci pal Duti es and Responsi biliti es 

The post hol der will be an i nt egr al part of t he nursi ng t eam, acti vel y t aki ng part i n meeti ng t he needs of 
pati ent s and of t he service i n accor dance wi t h agreed st andar ds under supervi si on of t he regi st er ed nurse. 

Cl i ni cal Matron 

War d Si st er/ Char ge Nurse 

Band 6 Nurse 

Band 5 Nurse 

Tr ai nee Nur se Associ at e ( TNA)  

Healt hcare Assi st ant ( HCA) 
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The post hol der will devel op essenti al compet enci es t hrough trai ni ng and pr acti ce t o ensur e safet y and 
quality are pri ority. 

Co mmuni cati on and Rel ati onshi p Skill s 

To pr ot ect and mai nt ai n confi denti ality of i nf or mat i on concer ni ng pati ent s, vi sit ors and st aff at all times.  

Co mmuni cat e usi ng appropri at e ver bal and non-ver bal  met hods, i n a variet y of sit uati ons t hat may i nvol ve 
overcomi ng physi cal and psychol ogi cal barri ers.  

Deal  wi t h t el ephone enqui ri es sensi ti vel y and i nitiat e appr opri at e acti on.  

Ensur e and demonstrat e writt en and el ectroni c co mmuni cati on ar e up-t o- dat e and t hat t hey ar e succi nct,  
cl ear, l egi bl e, accur at e and compr ehensi ve.  

Co- oper at e and communi cat e cl earl y and pr of essi onall y wi t h t he desi gnat ed nurse i n char ge any changes 
t hat may aff ect pati ent car e.  

Act i n a pr of essi onal  manner at all ti mes when int er acti ng wi t h pati ent s, rel ati ves, coll eges, ot her servi ce 
users and vi sit ors. 

Co mmuni cat e eff ecti vel y any sit uati ons or pot enti al sit uati ons aff ecti ng t he heal t h and saf et y of st aff, 
pati ent s and vi sit ors t o the desi gnat ed nur se i n char ge 

Report any unt owar d i nci dent s or event s eit her ver ball y or i n writi ng, usi ng t he Tr ust el ectroni c i nci dent 
reporti ng syst em.  

 

Anal yti cal and Judge ment Skill s 

Undert ake and recor d cl i ni cal acti viti es and observati ons, i ncl udi ng obt ai ni ng speci mens and compl eti ng 
cli ni cal t est s.  

Observe f or, and report any change i n t he condi tion of pati ent s t o t he nurse i n char ge.  

Keeps cli ni cal and st aff areas saf e, cl ean and ti dy.  

Cont ri but e t o t he saf e use, checki ng, mai nt enance and st orage of equi pment. 

 

Pl anni ng and Or gani sati onal Skill s 

Under t he supervi si on of a regi st er ed nurse, organi se own workl oad and assi st pati ent s i n all acti viti es i n 
dail y li vi ng.  

I dentifi es and t akes acti on when own or ot hers behavi ours under mi nes equality and di versit y.  

Assi st i n t he i nducti on / ori ent ati on of newl y appoi nt ed heal t hcar e support wor kers/ appr enti ce HCA’ s.  

 

Physi cal Skill s  
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Assi st wi t h all manual  handli ng acti vity, usi ng t he appr opri at e mechani cal ai ds and engage i n ot her physi cal  
acti vity rel at ed t o pati ent car e e. g. t oil eti ng and f eedi ng.  

Contri but e mai nt enance of work ar ea e. g. di sposal of li nen, cl eani ng and tidyi ng of equi pment, eff ecti ve use 
of resources.  

Pr ovi de di rect t echni cal assi st ance t o regi st er ed nursi ng st aff when requi red, saf el y utili si ng el ectroni c and 
mechani cal/ manual  equi pment.  

Assi st pati ent s wi t h acti viti es of dail y li vi ng, respecti ng i ndi vi dual  needs, di gni t y and pri vacy i n all necessar y 
acti viti es.  

 

Responsi bility f or Pati ent and Cli ent Care   

Del i very of care 
 

Under t he supervi si on and di recti on of a Regi st er ed Nur se/ Oper ati ng Depart ment Pr actiti oner t he post 
hol der will: 
 

• Assi st pati ent s t o mai nt ain all aspect s of dail y li vi ng acti viti es e. g. 
 

• To mai nt ai n and i mpr ove mobility; contri but e t o move ment and treat ment t o achi eve physi cal 
comf ort. 

• To mai nt ai n t hei r personal  hygi ene and appear ance.  

• Assi st wi t h eati ng and drinki ng and di et requi rement s. 

• Assi st wi t h access t o t oilet f aciliti es. 

• Assi st pati ent s t o maxi mi se t hei r i ndependence.  

• Assi st wi t h l ast offi ces and support ber eaved and di stressed pati ent s, rel atives and car ers as 
appr opri at e. 

• Ensur e an underst andi ng of cari ng f or and t he prot ecti on of vul ner abl e peopl e 

 

• Ensur e saf e pr acti ce t o mi ni mi se t he ri sk of i nf ecti on t o pati ent s and st aff in accor dance wi t h 
nati onal  and Tr ust poli cy 

 

• Support pati ent s under goi ng cli ni cal procedur es ensuri ng t hei r comf ort and t hei r saf et y and 
chaper one pati ent s where appr opri at e.  

 

• Contri but e t o Heal t h Pr omoti on and rai si ng heal th awar eness wi t h pati ents and rel ati ves as 
appr opri at e. 

 
• Ensur e and demonstrat e wri tt en and el ectroni c communi cati on t hrough up-t o- dat e,   succi nct, cl ear, 

l egi bl e, accur at e and compr ehensi ve paper and el ectroni c document ati on. 

 

 

 

Responsi bility f or Poli cy and Servi ce Devel opment  

To carry out all duti es i n a pr of essi onal  manner, adheri ng t o t he poli ci es and pr ocedur es of t he Trust and 
conf or mi ng t o current l egi sl ati on concer ni ng heal th and saf et y at work.  
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Be awar e of and wor k i n accor dance wi t h Tr ust’ s inf ecti on control st andar ds.  

 

Report any unt owar d i ncident s / event s eit her verball y or i n writi ng. 
 
 

Carry out ot her duti es as may be requi red and whi ch ar e consi st ent wi t h t he responsi biliti es of t he post. 
 

Att end mandat ory trai ni ng rel evant t o t he post as specifi ed by t he Tr ust. 
 

Be awar e of, promot e and wor k wi t hi n all poli ci es and pr ocedur es adopt ed by 
Nort her n Devon Heal t hcar e Tr ust  
 

Contri but e t o t he eff ecti ve and effi ci ent use of Tr ust resources 

 

Responsi bility f or Fi nanci al and Physi cal Resour ces 

Be responsi bl e f or t he saf e handli ng of pati ent propert y / val uabl es i n li ne wi t h 
War d / Depart ment / Servi ce pr ocedur es and Tr ust SFI’ s. 

Mai nt ai n t he cli ni cal area i n an or gani sed and pr ofessi onal  manner - cl ean and ti dy, well st ocked and i n good 
or der.  

Fol l ow wast e management as per Tr ust poli cy.  

 

Responsi bility f or Human Resources 

Lear n new skill s and utili se educati onal  opport uni ti es t o f acilit at e l ear ning i n t he cli ni cal envi ronment i n 
whi ch t hey work. 

To undert ake any mandat ory trai ni ng and t o be acti ve i n devel opi ng knowl edge and skill s t o support t hei r 
pr acti ce.  

Responsi bility f or I nf ormati on Resources  

Ent er and updat e pati ent document ati on and recor ds, utili si ng comput eri sed i nf or mati on syst ems wher e 
requi red.  

Report all i nci dent s and be f ami li ar wi t h DATI X reporti ng syst em.  

Report all acci dent s and i nci dent s t o t he nurse i n char ge.  

Under st and and adher e to t he pr ocedur e f or handling compl ai nt s and ensure t hat t hey ar e deal t wi t h pr omptl y 
and sy mpat heti call y.  

 

Responsi bility f or Research and Devel opment  

To act under di rect supervi si on i n regar d t o any t asks i nvol ved i n research and devel opment wi t hi n t he 
or gani sati on.  
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Deci si on Maki ng 

To wor k under supervi si on and di recti on from t he Regi st er ed Nurse, acti ng on own i niti ati ve when del i veri ng 
personal  car e and wher eby supervi sor i s accessi bl e. 

 

Physi cal Eff ort 

Shi ft work i nvol ves frequent st andi ng/ wal ki ng, movi ng equi pment, manual  handli ng and manoeuvri ng 
pati ent s.  

Pati ent car e e. g. positi on changi ng, t oil eti ng, meet i ng personal  needs.  

Ment al Eff ort 

Wor k patt ern i s unpr edi ctabl e and subj ect t o i nt errupti ons, pri oriti es can change t o meet t he needs of t he 
pati ent s/f ami l y/ car er.  

Concentrati on requi red for personal  car e duti es whi ch ar e routi ne wi t hi n the hospi t al envi ronment.  

 

Emoti onal Eff ort 

Routi ne work i nvol ves l ooki ng aft er pati ent s t hat can be acut el y unwell or at t he end of lif e.  

Support ber eaved and distressed pati ent s, rel ati ves and car ers as appr opri at e.  

Ensur e an underst andi ng of cari ng f or and t he prot ecti on of vul ner abl e peopl e 

 

Wor ki ng Conditi ons 

I nt ernal  shift rot ati on 

Fr equent cont act wi t h blood/ body fl ui ds 

Manual  Handli ng  

Noi se 

Food handli ng 

Car e f or t he di stressed pati ent  

 

Car e Certifi cat e 

For Healt hcare Assi st ant s 

It i s a Tr ust requi rement that as part of your new rol e you compl et e t he Car e Certifi cat e progr amme provi ded 
by Nort her n Devon Healthcar e NHS Tr ust.  You will be all ocat ed 12 weeks i n whi ch t o compl et e t he 
pr ogr amme, and will be provi ded wi t h t he necessary support and opport uniti es i n order t o achi eve t his.  
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If t her e are ext enuati ng circumst ances pr eventi ng you from achi evi ng t he Car e Certifi cat e wi t hi n 12 weeks 
of commenci ng empl oy ment wi t h t he Tr ust your li ne manager i n di scussi on wi t h you shoul d i dentif y thi s and 
request an ext ensi on from Wor kf orce Devel opment. 

 

Pl ease not e t hat your appoi nt ment and conti nuati on of empl oy ment wi th t he Tr ust i s condi ti onal  upon 
compl eti on of t he Car e Certifi cat e Pr ogr amme, wi t hi n 12 weeks of your commencement wi t h t he Trust.  If 
you do not successf ull y compl et e t he pr ogr amme wit hi n t he 12 week ti me frame and an ext ensi on has not 
been appr oved, your empl oy ment wi t h t he Tr ust may be t er mi nat ed.  

GENERAL 

Thi s i s a descri pti on of the j ob as it i s at present  constit ut ed.  It i s t he practi ce of t hi s or gani sati on 
peri odi call y t o exami ne empl oyees'  j ob descri pti ons and t o updat e t hem t o ensur e t hat t hey rel at e to 
t he j ob as t hen bei ng perf or med, or t o i ncor porat e what ever changes are bei ng pr oposed.  Thi s 
pr ocedur e i s j oi ntl y conduct ed by each manager in consul t ati on wi t h t hose worki ng di rectl y t o hi m or 
her.  You will, t her ef or e, be expect ed t o parti ci pate f ull y i n such di scussi ons.   It i s t he or gani sati ons' 
ai m t o reach agr eement t o reasonabl e changes, but if agr eement i s not possi bl e manage ment 
reserves t he ri ght t o i nsi st on changes t o your j ob descri pti on aft er consul t ati on wi t h you.  

We ar e commi tt ed t o servi ng our communi t y.  We ai m t o co- or di nat e our servi ces wi t h secondar y and 
acut e car e.  

We ai m t o make all our servi ces exempl ary i n bot h cli ni cal and oper ati onal  aspect s.  We will show 
l eadershi p i n i dentif yi ng heal t hcar e needs t o whi ch we can respond and i n det er mi ni ng t he most cost-
eff ecti ve way of doi ng so. We will shar e our knowl edge wi t h nei ghbouri ng heal t hcar e agenci es and 
pr of essi onal s. 

We r ecr uit compet ent staff whom we support i n mai nt ai ni ng and ext endi ng t hei r skill s i n accor dance 
wi t h t he needs of t he peopl e we serve.  We wi ll pay st aff f ai rl y and recogni se t he whol e st aff’s 
commi t ment t o meeti ng the needs of our pati ent s.  

The Tr ust oper at es a ' non s moki ng'  poli cy.  Empl oyees ar e not abl e t o smoke anywher e wi t hi n the 
pr emi ses of t he Tr ust or when out si de on offi ci al busi ness.  

Al l empl oyees must demonstrat e a positi ve attit ude t o Tr ust equality poli ci es and Equality Scheme. 
Empl oyees must not di scri mi nat e on t he gr ounds of sex, col our, race, et hni c or nati onal  beli ef s, marit al 
st at us, age, di sability, sexual  ori ent ati on, reli gi on or beli ef and will treat  pati ent s, coll eagues and 
me mber s of t he publi c wi t h di gnit y and respect.  

If t he post hol der i s requi red t o travel t o meet  t he needs of t he j ob, we will make reasonabl e 
adj ust ment s, if requi red, as defi ned by t he Equality Act 2010.  

SAFEGUARDI NG 

To be f ull y awar e of and underst and t he duti es and responsi biliti es ari si ng from t he Chil dren’ s Act 
2004 and Wor ki ng Together i n rel ati on t o chil d protecti on and saf eguar di ng chil dren and young peopl e 
as t hi s appli es t o t he worker’ s rol e wi t hi n t he or gani sati on.  

To al so be f ull y awar e of t he pri nci pl es of saf eguar di ng as t hey appl y t o vul ner abl e adul t s i n rel ation 
t o t he worker’ s rol e, whi ch will i ncl ude recogni sing t he t ypes and si gns of  abuse and negl ect and 
ensuri ng t hat t he worker’s li ne manager i s made awar e and kept f ull y i nf ormed of any concer ns whi ch 
t he worker may have i n rel ati on t o saf eguar di ng adul t s and/ or chil d prot ection.  
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Ever yone wi t hi n t he Tr ust has a responsi bility f or, and i s commi tt ed t o, safeguar di ng and pr omoti ng 
t he wel f are of vul ner abl e adul t s, chil dren and young peopl e and f or ensuring t hat t hey ar e pr ot ect ed 
from har m, ensuri ng t hat t he Tr ust s Chil d Pr ot ecti on and Saf eguar di ng Adul t poli ci es and pr ocedur es 
ar e pr omot ed and adhered t o by all member s of st aff.  

STAFF HEALTH AND WELLBEI NG 

You must t ake responsi bility f or your workpl ace heal t h and well bei ng:  

• Be physi call y acti ve at work (i. e. t ake br eaks away from your desk, t aki ng t he st ai rs 
wher e possi bl e) 

• When requi red, gai n support from Occupati onal  Heal t h, Human Resources or ot her 
sources.  

• Fami li ari se yoursel f wit h t he heal t h and well bei ng support avail abl e from poli ci es 
and/ or Occupati onal  Health. 

• Foll ow t he Tr ust’ s heal t h and well bei ng vi si on of heal t hy body, heal t hy mi nd, heal t hy 
you.  

If you ar e a li ne manager, i n addi ti on t o t he above, it i s expect ed you will: 

• Cha mpi on heal t h and well bei ng.  

• Encour age and support st aff engagement i n deli very of t he servi ce.  

• Encour age st aff t o comment on devel opment and deli very of t he servi ce.  

• Ensur e duri ng 1: 1’ s / supervi si on wi t h empl oyees you al ways check how t hey ar e.  

HEALTH AND SAFETY AT WORK 

The empl oyer will t ake al l reasonabl y pr acti cal st eps t o ensur e your heal t h, saf et y and wel f are whil e 
at work. You must f ami liari se yoursel f wi t h t he empl oyer' s Heal t h & Saf ety poli cy, and its saf et y and 
fire rul es. It i s your l egal  dut y t o t ake car e f or your own heal t h and saf ety as well as t hat of your 
coll eagues.  

I NFECTI ON CONTROL - ROLE OF ALL STAFF  

It i s t he responsi bility of all member s of st aff t o provi de a hi gh st andar d of car e t o pati ent s t hey are 
i nvol ved wi t h. Thi s i ncl udes good i nf ecti on pr eventi on pr acti ce.  

Al l st aff have a responsi bility t o compl y wi t h I nf ection Pr eventi on and Control  poli ci es and pr ocedur es, 
t hi s i ncl udes:  

• Att endi ng mandat ory and rol e specifi c i nf ecti on preventi on educati on and trai ni ng.  

• Chal l engi ng poor i nf ecti on pr eventi on and control pr acti ces.  

• Ensuri ng t hei r own compli ance wi t h Tr ust I nf ecti on Pr eventi on and Control  poli ci es and 
pr ocedur es f or exampl e, st andar d pr ecauti ons, hand hygi ene, preventi on & management of 
i nocul ati on i nci dent s 

CONFI DENTI ALI TY 

You may not di scl ose any i nf or mati on of a confi denti al nat ur e rel ati ng t o t he empl oyer or i n respect of 
whi ch t he empl oyer has an obli gati on of confi dence to any t hi rd part y ot her t han wher e you ar e obli ged 
to di scl ose such i nf or mati on i n t he pr oper course of your empl oy ment or as requi red by l aw. Any 
fail ure t o compl y wi t h t his t er m of your empl oy ment will be treat ed as an act of mi sconduct under the 
empl oyer' s di sci pli nary procedur e.  
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JOB DESCRI PTI ON AGREEMENT 

Job hol der’ s Si gnat ure: ..................................................................................... 

Dat e:    ..................................................................................... 

Manager’ s Si gnat ure:  ..................................................................................... 

Dat e:    ..................................................................................... 
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PERSON SPECI FI CATI ON 

POST: Healt hcare Assist ant  

REQUI REMENTS E/
D*  

HOW TESTED? 

Appl i cati on 
For m/I nt ervi ew/
Ref er ence/ Test  

I NTERVI EW 
COMMENTS 

SCORE 

(1 Low  
– 10 
Hi gh) 

 

QUALI FI CATI ONS/ SPECI AL TRAI NI NG :  

Basi c secondary education demonstrat ed 
t hrough eff ecti ve writt en and ver bal  
communi cati on skill s. 

To have a mi ni mum r equirement of 
Functi onal  Skill s Level  2 at Mat hs or 
Engl i sh. 

To achi eve a pass at maths t est at 
i nt ervi ew.  

Appr enti ceshi p st andar d Level  
2/ QCF/ NVQ or equi val ent. 

We woul d consi der a candi dat e who i s 
wi lli ng t o work t owar ds t he qualifi cati on if 
t hey can demonstrat e subst anti al 
knowl edge and experi ence i n a car e 
setti ng.  

The candi dat e will be expect ed t o st art 
t he course wi t hi n 12 months of 
commenci ng post and compl et e wi t hi n 18 
mont hs of commenci ng the course.  

Co mpl eti on of t he Car e Certifi cat e 
pr ogr amme pr ovi ded by NDHT, wi t hi n 12 
weeks of commenci ng i n post. 

  

 

E 

 

E 

 

D 

 

E 

 

 

E 

 

 

Appl i cati on 
For m/I nt ervi ew/
Ref er ence/  

 

  

KNOWLEDGE/ SKI LLS:  

Pr epar ed t o parti ci pat e in f urt her trai ni ng 
necessary f or t he post/ servi ce.  

To demonstrat e compet ent cli ni cal skill s 

 

E 

E 
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To have a basi c knowl edge of worki ng 
wi t h comput ers and I T syst ems.  

To demonstrat e compassi onat e 
i nt erpersonal  skill s. 

To be abl e t o work under di recti on and t o 
use t hei r own i niti ati ve.  

PHYSI CAL SKI LLS/ EFFORT 

Abi lity t o st and/ wal k f or long peri ods of 
ti me.  

Physi cal ability t o assi st pati ent s wi t h 
wal ki ng/ sitti ng and ot her acti viti es of dail y 
li vi ng 

Abi lity t o undert ake manual  handli ng and 
move ment t asks 

Abi lity t o work vari abl e shi ft patt erns 

To have manual  dext erity and be abl e t o  
use of equi pment. 

E 

E 

E 

E 

 

 

E 

E 

 

E 

E 

E 

 

Appl i cati on 
For m/I nt ervi ew/
Ref er ence/  

EXPERI ENCE:  

Subst anti al experi ence in a f or mal  car e 
setti ng i. e nursi ng or residenti al car e 
f acility, domi cili ary personal  car e.  

 

E 

 

 

Appl i cati on 
For m/I nt ervi ew/
Ref er ence/  

 

  

PERSONAL REQUI REMENTS:  

De monstrat e car e, compassi on empat hy 
and pr of essi onali sm 

De monstrat e how t hey can pr ovi de 
support t o pati ent s, f ami lies and car ers as 
appr opri at e 

De monstrat e eff ecti ve communi cati on 
skill s.  

Abi lity t o work as part of a t eam 

To be sel f- moti vat ed, posi ti ve, resili ent 
and pr of essi onal . 

 

 

E 

 

E 

E 

 

E 

 

 

 

 

Appl i cati on 
For m/I nt ervi ew/
Ref er ence/  
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* Essenti al/ Desi rabl e 

Co mpl et e t he t abl e bel ow as appr opri at e 

HAZARDS : 

Labor at ory Speci mens 

Pr ot ei naci ous Dust s 

 Cl i ni cal cont act wi t h 
pati ent s 

 Perf or mi ng Exposur e 

Pr one I nvasi ve Pr ocedures 

 

Bl ood/ Body Fl ui ds X Dust y Envi ronment   VDU Use X 

Radi ati on  Chal l engi ng Behavi our X Manual  Handli ng X 

Sol vent s  Dri vi ng  Noi se X 

Respi rat ory Sensi ti sers  Food Handli ng X Wor ki ng i n I sol ati on  

Cyt ot oxi c dr ugs  Ni ght worki ng X   

 

OTHER REQUI REMENTS:  

The post hol der must demonstrat e a 
posi ti ve commi t ment t o uphol d di versit y 
and equality poli ci es approved by t he 
Tr ust. 

Abi lity t o work t he shift hours.  

 

E 

 

E 

 

I nt ervi ew 

 

I nt ervi ew 

  


