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Job Title:
	

Transport Officer

	
Department(s):

	
[bookmark: _GoBack]West Scotland Breast Screening


	
Responsible to 
	
Business Manager

	
1. JOB PURPOSE

On a daily basis the Transport Officer opens, prepares, closes and provides basic maintenance support for the Mobile Screening Fleet of the West of Scotland Breast Screening Service across areas of Forth Valley, Lanarkshire, Greater Glasgow and Clyde and Highland Health Boards.

The Mobile Screening Units are 33 foot trailers which are moved between sites by a haulage contractor.  The Transport Officer assists and directs the contractor when positioning or removing units. Identifying suitable sites whilst ensuring these are accessible for the Unit and mindful of the Health and Safety of staff and women using the Service is a key part to this role.  

The post holder will provide a physical presence to support staff (radiographers) particularly in those high risk areas.



	
3.  ORGANISATIONAL POSITION  
Superintendent Radiographer


                
                                                   



	
4.   SCOPE AND RANGE

Provides support to the Mobile Screening Unit and radiography staff in a community setting. This includes daily checking and basic remedial action for minor issues affecting the unit eg generator, oil, water, air bags etc.  

The post holder will be responsible for the transport of sensitive data including worklists, encrypted data sticks and VM discs (in security bags) between Mobile Units and the Static Centre, GP practices, Hospitals or partnership agencies on a daily basis with due regard to Data Protection and confidentiality.

During the normal working day the post holder is the first point of contact for the Police if anything untoward happens to the Unit.


	
5. MAIN DUTIES/RESPONSIBILITIES
· Carries out all driving tasks associated with supporting the centre and mobile screening fleet in compliance with Standard Operating Procedures.  This involves daily travel to the mobile unit for which they are a key holder, 
ensuring it is opened up and closed according to manufacturer’s operating schedule. 
· Complies with Health and Safety regulations to ensure safe working procedures and Health and Safety of other staff and members of the public.
· Responsible for daily support vehicle maintenance checks and preparation to ensure these are roadworthy – returning relevant documentation to screening service manager within agreed timescale.  Ensures mobile screening units 
· are clean (inside and out), tidy and comfortable ahead of the arrival of 
radiographic staff and service users.  
· Ensures mobile Unit and equipment are in full working order prior to the 
arrival of radiographers each day.   Where this is not the case makes contact with centre or relevant engineer to arrange assistance.
Switches x-ray equipment on following operating procedure to allow Radiographers to test appropriately on arrival 
At end of day ensures all equipment is switched off appropriately and mobile screening unit is secured prior to leaving site.
· Ensures Mobile Unit has sufficient supplies of both water and diesel, following closely Programme Standard Operating Procedure relating to safe transportation and storage of water in both support vehicle and Mobile Screening Unit.  .
· Responsible for ensuring written scheme of control compliance with water collection transportation, storage, disinfection and temperature control measures are maintained – providing weekly and monthly monitoring sheets 
for each location in line with Health and Safety regulations .  
· Ensure Mobile Screening Unit is replenished with consumables appropriately, arranging for Centre staff to order as and when stocks are low.  The Transport Officer photocopies and replenishes stocks of leaflets etc for use on the 
mobile screening unit. 
· Ensure communications, deliveries and collections are effected within timescale and according to quality and safety standards.  Communications 
and deliveries may originate from any centre staff member or associated hospital site clinician and are likely to include sensitive information regarding clients - Biopsies to laboratory, encrypted sticks and VM discs to mobile locations or practice calling information to GP surgeries and Health Centres are but a few examples.   
· Assess locations to ascertain suitability for Mobile Screening Unit – advising on access, parking and other transport related issues regarding specific venue.  Liaise with personnel at site and advise centre of appropriate contact details.
· Assists with safe storage of weekly delivery to centre.
· Meets with screening service manager as necessary to plan Transport Officer  schedule workload.  Make suggestions where additional cover is required to most appropriate way to do so.
· Set and packs up mobile screening units to ensure they are moved and operated appropriately following SOP at all times.  Ensures units are fit for transportation and moving objects firmly secured ahead of collection and transportation.  It is preferred that this is carried out by 2 due to heavy weights – this is not always possible when units are on visits to areas where staff are required to stay away from home for periods of time up to 1 week.
· Supports Haulage Company during drop off and collection of mobile screening unit at agreed location making sure area is adequately coned off ahead of arrival.  Acts as a guide to the LGV driver ensuring vehicle is safely located where obstacles may otherwise prove problematic. This work is carried out early in the morning when heavy traffic is less of an issue.
· Liaises with external contractors with regard to mobile unit and support vehicle servicing, repairs, site changes etc. Organises maintenance checks for mobile unit generators and arranges to be on site for any associated visits. 
· Operates mobile screening unit hydraulic passenger lift as required each day assisting clients with a physical requirement to gain access to the mobile screening unit. There may also be requirement to assist clients who arrive in electric wheelchair to transfer safely to manual wheelchair to allow access to unit.  Manoeuvring wheelchair and client safely onto unit requires strength 
due to combined weight.  Daily numbers vary but would not exceed 10.
· Follows SOP specific to individual mobile screening unit – ensures units are appropriately supported technically, whether hybrid powered or otherwise. 
· Provides basic DIY service to both centre and mobile screening units eg securing hand gel or towel holders to walls.
· Plans and follows routes to and from the mobile screening unit and other hospitals facilitating the best route consistent with economy, safety and time.  Mobile support units are fitted with dash-cam and tracking devices which the Transport Officer is responsible for ensuring are in good working order.
· Attend relevant training courses and meetings as required e.g. Moving and Handling, First Aid, Driving Update, and for new appointees induction programme arranged by Scottish Breast Screening Service.  
· Adhere to relevant NHS procedures and policies including Health and Safety
· Arrange at short notice cover for absence with colleagues to ensure the service schedule is not impacted on and targets are not impinged.
· In some locations an electrical hook up point is required to power the mobile screening unit.  The Transport Officer is responsible for ensuring these are in working order ahead of each visit, making contact with relevant estates personnel should this fail at any point ahead of or during the stay.  The Transport Officer ensure cables are plugged in and maintained appropriately throughout the length of stay.




	
6. SYSTEMS AND EQUIPMENT 

· Generator checks, vehicle records, maintenance and services.
· Support both mobile screening unit and own support vehicle providing daily checks eg - oil, water (new SOP compliance relating to safe transportation and disinfection), fuel.
· Hydraulic passenger hoist 
· Dash-cam and Vehicle Tracker 
· Snow shovel, grit
· Photocopier
· PC/Laptop
· Laminator
· Mobile Telephone
· General DIY equipment


	
7.  DECISIONS AND JUDGEMENTS

Through site survey identifies and advises Senior Management on suitability of prospective sites for Mobile Unit location with due consideration to staff and client safety from both a personal and Health and Safety perspective.  

Detect at an early stage if possible unit equipment faults to minimise down time for screening at a later stage. Advise appropriate personnel to ensure action is taken to resolve.

With colleagues arranges short notice early morning cover to ensure the service is maintained where unplanned leave may otherwise have impact – this may result in the opening, closing and support of more than 1 mobile screening unit in the day.




	
8.  COMMUNICATIONS AND RELATIONSHIPS

Internal
Screening Service Manager, Superintendent Radiographer, Clinical staff, Centre staff. 
Externally
Screening clients – in most cases the Transport Officer may be the first contact clients with a special requirement, physical or other, have with the service.  The Transport Officer is always required to be on site when clients with a special requirement are booked to ensure safe use of the hydraulic hoist for access onto the vehicle.  
National Services Division – transport officers meetings, Contract’s Department, Scottish Ambulance, Site Agents, Hospital personnel, Mobile Unit sub-contractors.  
Xray company engineers (transport officer requires to be on site when some services taking place)
Graycoll/Cadzow Companies responsible for servicing and transporting Mobile Screening Units
The Transport Officer deals with patient sensitive and highly confidential information on a daily basis.

	
9. PHYSICAL/MEANTAL AND EMOTIONAL DEMANDS OF THE JOB

PHYSICAL EFFORT
Daily driving to and from Units which can be at considerable distance from the Static Centre (Base Site).
Depending on sites access to toilet facilities can be limited
Site moves involve securing internal areas for transporting and then on arrival at site levelling unit. Securing of mobile stair unit.  At some sites this will require 2 people due to the weight 
of the stairs – these vary in weight but circa 15 stone.
Adverse weather conditions may require additional physical effort when driving to or 
accessing the mobile screening unit.  The Transport officer will appropriately treat the area directly around the mobile screening unit when there is snow or ice throughout the day.
Manoeuvring wheelchairs and operating hydraulic hoist to assist clients with special requirement access to the unit.

MENTAL EFFFORT
There is daily requirement for intense concentration whilst driving within the work 
period.  This can occur for many reasons eg the need to follow diversion due to traffic 
incidents when against time to get to the unit to assist a client with a special requirement.    
The radiographer may contact the Transport Officer if any issues arise with the 
mobile screening unit when they are not at location – this may require the post holder to 
return to the unit to resolve or recommend action required.     These requirements are
unpredictable within the shift but have to be treated with priority to minimise cancelations 
which may affect waiting times.  Changing priorities are not infrequent, perhaps once or 
twice per week which can require re-plan of daily workload in conjunction with the 
service manager.

EMOTIONAL EFFORT
During Approximately 9 months of the 36 month screening programme Transport Officers 
are required to stay away from home to support mobile screening units in areas further from 
the centre eg Rothesay, Dunoon. This responsibility is split equally between all post 
holders averaging at approximately 8 weeks each – this is split into 1 week stays across 
the duration of stay.  


	
10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

Site Selection - Occasionally sites used in the past are no longer available or fit for purpose and the post holder will liaise with the Service re timing of schedule to ensure alternative site found within timescales.  This may involve introducing the service to a location it may not be known in 

Travelling in adverse weather conditions to ensure service is maintained where possible - Keeping Mobile Unit operational in adverse weather conditions eg water systems from freezing, area surrounding unit free from slip hazards

Ensuring compliance with Policy and timescales relating to the risk of exposure to legionella bacteria in water systems associated with the operation of the Mobile Breast Screening Fleet and support vehicles across the West of Scotland.
  
Working as part of team, with different staff groups on a daily basis( principally radiographers, admin and clerical staff)

Providing cover as part of a small team whilst attempting to ensure the service maintains Health Improvement Scotland standards can prove challenging.


	
11.  KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

Essential:

· Clean full driving licence
· Able to work flexible hours (including early starts and long days)
· Able to work away from home for periods up to 1 week at a time.
· Good Communication, interpersonal and organisational skills
· Basic computer skills 
· Ability to work as part of a team
· Ability to prioritise workload
· General DIY skills
· Experience in dealing with members of the general public in a professional manner

The post holder must undergo NHSGGC advanced driver training on accepting post.  There may be requirement for updates to this training in line with NHSGGC driver policy guidelines.  

The post holder will receive on the job training by a member of his peer group to support all screening units within the West of Scotland Breast Screening fleet.  Newer vehicles require understanding of hybrid functionality and support mechanism.  
The post holder will with colleagues be upskilled to support new units and technology as necessary (perhaps twice yearly).  This training is a 1 day session provided by the vehicle supplier – there may be a requirement for the Transport Officer to cascade train any colleagues not available to attend.
Once fully trained the postholder is required to share knowledge with newer colleagues. 
Postholder will participate in yearly CPR and manual handling updates.    


Desirable:

· Good geographical knowledge of West of Scotland
· Basic First Aid
· Previous NHS experience


 

	
12.  JOB DESCRIPTION AGREEMENT

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

 Job Holder’s Signature:

 Head of Department Signature:
       
	





Date:

Date:







Breast Screening Service Manager


Transport Officer x 7
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