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 NHS NATIONAL SERVICES SCOTLAND
JOB DESCRIPTION
	1. JOB DETAILS

	
Job Title
Immediate Senior Officer/ Line Manager
	
Donor Services Collection Support Officer
Senior Charge Nurse, EDC

	Department
	Donor Services

	SBU
	SNBTS

	Location
	Lauriston Place

	CAJE Reference
	NPBTCG652

	

	2.	JOB PURPOSE

	To provide clerical, administration and operational support to all areas of the Donor Services Collection programme in the South East of Scotland. Covering a cross section of operational support duties including document control, database and equipment maintenance, facility issues and collection resource support to ensure legislative and MHRA compliance plus delivery of excellent service to donors, public and blood collection teams.

To ensure patient and donor safety by working within agreed clinical and quality standards and procedures, ensuring accurate data input, equipment management and documentation standards are maintained.

	

	3.  	 DIMENSIONS

	Donor Services annually collects some 220,000 blood donations from 250,000 donor attendances across Scotland. In addition, 13,000 apheresis procedures are undertaken each year to provide 24,000 platelet products.

Blood is collected at 5 static sites and at blood collection ‘sessions’ in the community across Scotland. The Staff are located in six geographically dispersed departments based in Aberdeen, Inverness, Dundee, Dumfries, Glasgow and Edinburgh.







	4.   	ORGANISATION CHART

	






	

	5.   	ROLE OF THE DEPARTMENT

	· The SNBTS Donor Services Department is responsible for the planning and collection of adequate supplies of safe, high quality blood components for NHS Scotland.

· Donor Services leads, develops, implements and maintains an approved national strategy for the SNBTS blood donor program.  The department is responsible for all aspects of donor communication, donor recruitment, publicity, administration and the blood collection and Apheresis programmes to meet the demand for blood.

· The department deals with approximately 250,000 donor attendances per year yielding some 220,000 donations, and ensures the provision of a secure, safe and sufficient blood supply, to appropriate regulatory and legal standards, that meets NHS Scotland requirements.

· In addition, in some areas the department provides support to the Clinical Directorate on a range of clinical and therapeutic services for patients being treated in the NHS hospitals.

	

	6.   	KEY RESULT AREAS

	
The post-holder will be expected to undertake all of the following tasks: -

Collection Document Control
1. Receipt of and recall of quality controlled documents to collection teams e.g. SOP’s Flow charts, controlled memos etc Issuing second recall of documents if required.
  
2. Maintain database of all Quality controlled documents updating as required and producing reports for management meetings on document management as requested. Updating indexes for SOP storage folders

3. Maintain audit trail for all quality controlled documents to and from local QA department. Liaising with SN re workload ensuring priority documents are issued in a timely manner.  

4. Responsible for ensuring compliant SOP's/Policies are held in EDC and community collection teams e.g. status, is it active/inactive, is there a ‘Go Live’ date, are they relevant to the area stored, the latest/correct version 

Facilities 

5. Under the supervision of the Senior Charge Nurse, EDC and Senior Nurse (SN), act as initial point of contact relating to all Facilities issues for the Edinburgh Donor Centre including initialisation of the issue with Facilities Department, follow up emails and calls and informing of Senior Charge Nurse (SCN) for the department of progress. 

6. Under the direction of the SCN and if required initialise GxP risk assessment documentation as required in advance of facilities work being carried out.  Postholder will be responsible to the SN for inputting issue onto MAS/helpdesk, email confirmation received, check/monitor MAS system for action plan/progress status, chase up for action. 

7. Post holder will work with internal and external contractors during works/projects as required and request cleaning ‘post works’ if required. Liaising with workmen regarding suitable access times etc

8. Post holder will liaise with Pest control representative for routine checks, completing paperwork etc as required.

9. Post holder will act as liaison with appropriate department and or staff regarding clearing of bin store and sorting recycling into appropriate cages.

10. Post holder will keep management and staff informed of any ongoing works and/or visitors/contractors to the site.   

Equipment Management

11. Responsible to SN for management of Frontline PPM system for territorial equipment. Ensure all allocated with an appropriate Asset number e.g. Donor beds, Hemocue, and all other Centre equipment.  Management of all paperwork for equipment for engineer/contractor. If equipment is normally held on a nominated vehicle, PH will ensure recall documentation completed and sent to appropriate place. Ensure all documents scanned to Frontline to close works and log books are completed and paperwork filed. 

12. Acts as main liaison with the engineer in question.

13. Post holder will source and order equipment/difficult items of uniforms etc as directed by SN/SCN as requested. Responsible for maintaining filing system for all orders.

14. Responsible for receiving daily paperwork relating to the collection teams ensuring file and archive for audit purposes.  

15. Responsible for sending out the anonymous sample equipment to a W/B session daily.

Team Supplies Support

16. Support Session Supplies as required helping manage equipment and session consumables being packaged for blood collection sessions with in the Territory.

17. Complete the twice weekly stock order from Session Supplies in the absence of SDC

General

18. Check temperature monitoring of temperature controlled stock rooms within EDC. If there are any excursions, inform SCN/CN..

19. Support the Collection Resource Office during times of Annual/Sick leave to ensure staff rosters and travel arrangements to halls etc are in place.


20. Contribute to writing and reviewing donor office SOPs to ensure a high quality customer care and a safe blood supply.

21. Print forms from Q- pulse and prepare new training folders from Q-pulse

22. Raise orders on Pecos to agreed financial levels to ensure suppliers are paid promptly. 


23. Undertake routine collection of data as directed required for performance monitoring to aid accurate forward collection planning.

24. Undertake reception duties in the Donor Centre if required including registration of donors as appropriate. 

25. Maintenance of skills and knowledge by participation in personal development, performance review, and undertaking appropriate training.

26. Manage the collection team’s training records, Learnpro and mandatory training.

27. Assist with CAD drawing/venue assessing in the absence of CAD lead and venue assessors

28. Review Apheresis grids, on a daily basis, to ensure appointments are full with correct blood group specific donors. 

Policy & Service Development
Will be aware of organisational policy and service developments.
Will comply with Data Protection legislation.
Will comply with Health & Safety regulations




	7.    	ASSIGNMENT AND REVIEW OF WORK

	The post-holder reports to the Senior Charge Nurse, EDC on a day to day basis and for ongoing development and performance review.  Performance is reviewed on an annual basis with frequent reviews of progress.

The post-holder is assigned work by the Senior Charge Nurse, EDC and can also be allocated work from other senior donor services staff.

The post holder must have the ablility to prioritise their own workload.  
The post-holder would be expected to carry out the full range of skills only referring to their manager a problem outwith their level of authority.
The post-holder will work within and be aware of organisational policy and service developments, complying with Data Protection and Health and Safety regulations but will also contribute to the writing and reviewing of donor office Standard Operating Procedures.



	

	8.    	COMMUNICATIONS AND WORKING RELATIONSHIPS

	The post-holder deals with confidential information on a daily basis. 

The post-holder deals with internal and external stakeholders and other SNBTS departments in relation to maintenance of collection equipment databases and quality documents for issue or re-call.  

The post-holder needs to use considerable persuasion and diplomacy when dealing with external suppliers and bodies in order to maintain tight timescales for maintenance projects. Tact and negotiation when dealing with colleagues at times when additional cover is required.


	Internal                                                            
· Head of Donor Services                           
· Senior Nurse               
· Donor Operations, Resourcing and Support Manager 
· Collection Resource Managers
· NSS Facilities
· NSS Engineering
· QA Department
· Donor Collection Staff 

	External
· Suppliers
· Venue Officials
· General public


	

	9.	MOST CHALLENGING PART OF THE JOB 

	· To respond efficiently, effectively and timeously to the varied tasks contained within the post.
· To maintain a flexible attitude and ability to prioritise workload
· To maintain a high standard of attention to detail at all times.

	

	10.	SYSTEMS

	· The post-holder compiles and issues session related documentation to agreed timescales so user departments can allocate or ensure resources required for whole blood collection programme and compliant. Will maintain SOP issue database for accurate and consistent monitoring of SOP’s within South East of Scotland. Will utilise database for management of blood collection equipment maintenance programme.
· The post-holder uses various Microsoft packages and donor information systems to maintain and update SOP issue programme, equipment maintenance monitoring, staff rostering or donors’ records.



	11. 	WORKING ENVIRONMENT AND EFFORT

	Physical Effort

	· There is an occasional requirement to exert moderate physical effort for short periods on occasional shifts e.g. carrying and storage of record boxes to stores.

· Frequent long periods of physical inactivity whilst working at VDUs and desk doing SOP issue management, staff rosters, equipment maintenance updates etc.

	Mental Effort

	· There is a frequent requirement to concentrate on a number of different tasks simultaneously.  These tasks however can be predictable and repetitive e.g. SOP issue management while doing staff rostering calls ar staffing updates.

	Emotional Effort

	· Exposure to distressing or emotional circumstances is rare.

· The post-holder may need occasionally, 3 times per year, to deal with staff or donors who are informing about sensitive medical information such as pregnancy, cancer or other medical conditions.  In these circumstances the post-holder needs to use empathy, tact and often needs to calm agitated or upset donors.  Additionally, if call is from donor the post-holder will offer advice in each individual circumstance relating to donation criteria.

	

	12. 	ENVIRONMENTAL / WORKING CONDITIONS & MACHINERY AND EQUIPMENT

	· Requires continual use of VDU equipment.

	

	13. 	QUALIFICATIONS AND/OR EXPERIENCE SPECIFIED FOR THE POST

	· Minimum of 3 Higher Grades or equivalent qualifications.
· Demonstrable experience of working with Blood Transfusion.
· Knowledge and demonstrable experience of working in a health care environment and the requirements for the provision of good customer care would be advantageous. 
· Experience of working in a multi skilled customer service environment.
· Good communication, organisational and interpersonal skills.  
· Excellent keyboard skills and full working knowledge of Microsoft office.  


	

	14.   	JOB DESCRIPTION AGREEMENT

	A separate job description will need to be signed off by each postholder to whom the job description applies.


	Postholder Signature:
	
	Date:
	
	

	
	
	
	
	

	Postholder Print:
	
	
	
	

	
	
	
	
	

	Manager Signature:
	
	Date:
	
	

	
	
	
	
	

	Manager Print:
	
	

	
	
	
	
	

	Manager Title:
	
	

	
	
	
	
	

	
	
	
	
	



Head of Donor Services, East


Senior Nurse


Senior Charge Nurses


Senior Charge Nurse - EDC


Donor Services Collection Support Officer
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