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LINDSEY LODGE HOSPICE
 JOB DESCRIPTION

Job Title

Bank Retail Driver
Location
in principle The Warehouse, the vehicle however, needs collecting and dropping off at the main hospice site. 
Hours
0 hour contract
Reporting to

The Warehouse Manager

Responsible to
Regional Retail Manager

Salary


Band 2 
Purpose of Post

Undertake driving duties with Lindsey Lodge Hospice vehicles in a capacity agreed with the Warehouse Shop Manager - normally as a collection/delivery service to all Lindsey Lodge shops, and to the general public including furniture and heavy bulky items. 
You must ensure that the Hospice vehicle under your control is in a roadworthy condition and that any damage or defects are reported immediately to the Warehouse Shop Manager. Carry out and comply with health and safety precautions, procedures and safe systems of work as indicated by the Warehouse Shop Manager. 
Main contacts
Internal:
Staff and volunteers involved with management, fundraising, financial, administrative and other Hospice shops 
External:
Members of the public, statutory services, suppliers
Key Tasks
Delivering and Collecting 

· Safely drive and operate a 3.5 ton Luton box van with a tail lift.
· Provide a professional deliveries and collection services to all Lindsey Lodge shops and the public. 
· To deliver and collect these goods as directed by the Warehouse Manager.
· Ensure that the vehicle under your control is road worthy and safe. That any problems, issues or defects on the vehicle are reported immediately to the Warehouse Manager. 
· Maintain a full driving licence and report any infringements to the Warehouse Manager. 
· Make sure that routine cleaning of your vehicle is carried out to maintain a clean and tidy van, both internally and externally. 
· Be responsible for the safe delivery of goods and careful handling of property and premises belonging to both the general public and the Hospice. 
· Carry out/assist in the careful and safe loading and unloading of items from vehicles, using all available stock protection material/equipment, to minimise any damage or soiling to goods being transported. 
· Supervise all staff and volunteers working alongside you in your vehicle. 
· Maintain all daily records for deliveries and vehicle checks.
· Manage the security and safety of all stock and paperwork transported in your vehicle and make sure it arrives intact to its destination. 
· Be willing to work flexibly in line with the needs of the business in terms of supporting external markets, fairs and local events.
Customer Service

· Deliver excellent customer service to customers and colleagues at all times. 
· Abiding by all data protection guidelines, make sure that you are promoting and capturing gift aid with all donation furniture collections. 
· Report immediately to the Warehouse Manager any money or valuables found in donated items collected. 
· Always represent the hospice in a professional manner, demonstrating effective communication at all times. 
· Assist with extra tasks within shops and sites when needed. 
· Undertake any training requested as and when needed. 
Health and Safety

· All employees have a duty of care towards themselves and others in relation to the Health and Safety at Work Act 1974. As such your duties will include:

· Making yourself familiar with our health and safety policies.
· To abide by the above mentioned general health and safety rules, procedures and responsibilities at all times. 

· No action is to be taken by you which could threaten the health and safety of yourself, other employees or other persons. 

· At all times to report any unsafe conditions, or acts. 

Other matters

· Play an active role as a member of the retail team, and undertake any relevant training, so that you continue to feel involved and part of the team.
· Have an understanding of developments in other charity shops so that Lindsey Lodge can keep abreast of changes and retain competitiveness.

· Ensure you have adequate knowledge about the purpose of Lindsey Lodge so that any staff and customer queries can be answered.

This is not an exhaustive list. The successful candidate will be expected to be a good team player and operate in a flexible manner as the role develops and perform other tasks as required.  

PERSON SPECIFICATION

    Job Title: Bank Retail Driver
	Qualifications and awards 
	Essential 
	Desirable 
	How Tested 

	A good standard of education with high literacy and numeracy
	√
	
	Application form

Interview

	Professional Knowledge and Experience
	
	
	

	Six months work experience in a relevant work environment
	√
	
	Application form 

Interview 

	Experience in driving a 3.5 ton luton box van or similar
	√
	
	Application form

	Risk management – reputation, finance and safety
	√
	
	Interview

	Awareness of or involvement in ‘good cause support’ either in a voluntary or paid role


	
	√
	Application form 

Interview

	Technical competencies and skills 
	
	
	

	Good general IT skills 
	√
	
	Application form 

Interview



	Excellent knowledge of Scunthorpe and North Lincolnshire 
	√
	
	Application form 

Interview

	Ability to balance logistics for route planning and time management of the day to make sure all collections and deliveries are achieved. 
	√
	
	Application form 

Interview



	Full clean driving licence 
	√
	
	

	Attitude and Personal Qualities
	
	
	

	Confidence in dealing with people at all levels
	√
	
	Interview

	Organised and pro-active with a ‘can do’ approach
	√
	
	Interview

	Physically fit to be able to move and handle equipment and bulky objects e.g. sacks of clothes of at least 10kgs and large furniture 
	√
	
	Application form 

Interview

	The ability to effectively and sensitively manage a team of volunteer workers
	√
	
	Interview

	Ability to use initiative and work in an innovative way
	√
	
	Application form 

Interview

	Understanding the importance of promoting a positive image of the Hospice at all times 
	√
	
	Interview

	Willingness to undertake any necessary training 
	√
	
	Interview

	Integrity and sense of humour
	√
	
	Interview

	Good general health 
	√
	
	Application form 

	Able to work flexibly 
	√
	
	Application form


Additional information

	F= frequently, S = seldom, R = rarely, N = never

	
	
	F
	S
	R
	N

	Physical Effort
	Nature, frequency and duration of physical effort
· Moving and handling goods or equipment of all sizes and weights

· Frequent walking, standing and kneeling 
· Ability to travel between sites 


	*

*

*

	
	
	

	Mental Effort
	Nature, level and frequency of effort
· Frequent concentration for both predictable and unpredictable workload

· Ensuring effective communication

· Constant interruptions and demands on time management

· Assess changing situations and act accordingly

· Supervision of junior staff and prioritising workload

· Requirement to keep updated personally and professionally


	*

*

*

*

*

*


	
	
	

	Emotional Effort
	Nature, frequency and duration regarding emotional effort in situations that are generally considered to be distressing and/or emotionally demanding.
· Exposure to situations such as patients receiving bad news

· Dealing with patients at the end of life and their families

· Supporting colleagues

· Taking charge of the team
	*
	*


	
	*

*



	· Working conditions
	· Dealing with violence or aggression from patients or visitors
· Dealing with bodily fluids

· Lack of equipment or resources

· Handling highly unpleasant chemical substances, some hazardous to health
	
	*
	*
	*

*
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