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       JOB DESCRIPTION TEMPLATE 

	1. JOB IDENTIFICATION

	Job Title:
Responsible To:
	 Assistant Domestic Services Manager
Support Services Manager 



	Department(s):
	Domestic / Ward Hostesses (Patient Feeding Services


	Directorate
	Facilities

	Job Reference number (coded ):
	

	2. JOB PURPOSE:
To provide support to the Support Services Manager in ensuring the delivery and quality of Domestic and Ward Hostess Services
The post holder is to oversee, organise and assist in the management of an effective and efficient Domestic and Ward Hostess Service, which fully supports the delivery of clinical services.
The post holder is responsible for ensuring best value is achieved and all policies, procedures and legal requirements are complied with.  To assist / respond to day to day management issues as directed by the Support Services Manager.


	2. ORGANISATIONAL POSITION
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	3. SCOPE AND RANGE

(a) Assist in the provision of a cleaning service to approximately 998 beds 
There are a total of 387 heads.
There are 261 WTE in Domestic and Hostess Services
Clinical Areas - For example: Wards, Theatres, Accident & Emergency, Clinics, Medical/ Surgical Departments, Outpatient Departments, X-Ray Departments, Labs, Teaching Suites, etc.

Non-Clinical Areas – For example: Corridors, Offices, Main Entrance Areas, Libraries, Lifts, Stairs, On-call Accommodation, Linen Rooms, Staff Changing Accommodation, etc.


	4. MAIN DUTIES/RESPONSIBILITIES
To audit departmental wage sheets and control working hours used within the department.

Set targets to reduce overtime hours and achieve the Directorates 4% target

To achieve objectives set by the Support Services Manager and assist and support the Support Services Manager in their strategic objectives to ensure continuity of services.

· To assist in providing an efficient and effective range of Domestic support services to patients, staff and visitors across the Division.  To develop and co-ordinate the provisions of these services in support of clinical services in line with statutory and legal requirements.

· To provide an efficient and effective range of Hostess services to patients across the Division.  To ensure patients are provided with a high standard of service during 3 x daily meal services and 5 x daily beverage services, responsible for ensuring that all staff adhere to the correct recording of food temperatures and food wastage and are fully trained in food hygiene to elementary level or above. To develop and co-ordinate the provisions of these services in support of clinical services in line with statutory and legal requirements.

· The post holder will contribute to implementation of strategic plans for the provisions of Domestic and Ward Hostess facilities services on-site

· The post holder is responsible for ensuring a pleasant, safe and secure environment through high quality, cost effective and appropriate support services.

· Support the Support Services Manager in the delivery of quality management systems to ensure core standard are achieved, and considered alternative patterns of service as appropriate.

· The post holder is responsible for ensuring appropriate training protocols are being implemented for all Facilities Division staff

· The post holder is responsible for ensuring implementation of all Divisions policy and protocols for health, safety and welfare of Divisional employees and contribute to risk management process

· Ensure site compliance with NHSGGC waste policy

· To ensure that services are managed and implemented in a manner consistent with  the Divisions arrangements for partnership working, including service users, staff and their representatives: Also required to ensure that Divisional policies are observed at all times which presents a significant HR challenge due to the number and type of staff involved.

· The post holder is responsible for ensuring that the complaints policy is carried out in relation to investigation and report of any complaints related to facilities.

· Awareness of Data Protection Act and responsibility regarding confidentiality

· Abide by all statutory and Division policies and procedures

· Participate in the departmental performance development review, ensure all staff PDP’s are reviewed annually

· Participation on a range of groups / committees assigned by the Support Services Manager

· The post holder will assist in leading and motivating facilities staff in order to ensure that they meet standards in an effective and safe manner, and in line with Divisional approach to partnership working

· Planned work activity may have to change at short notice.

· To ensure that Infection Control Policy, Health & Safety Policy and other relevant regulations and current legislative and statutory requirements are adhered to.

· Participate in Control of Infection and Health and Safety group meetings

· Develop successful working partnerships with appropriate service managers, clinical and non-clinical staff in order to maintain support service standards and the implementation of new developments and requirements both legislative and recommendations within support services. This will involve the implementation of a system of monitoring to ensure standards are achieved.

· To randomly audit environmental cleanliness throughout the site, including wards, departments, and theatres, clinical and non-clinical areas.  

· Audit standard of hygiene of ward kitchens from a food safety prospective in accordance with the appropriate food safety regulations and standards.

· To update methods as required ensuring that the highest performance levels are achieved.

· To audit departmental wage sheets and control working hours used within the department.

· Set targets to reduce overtime and rectification levels.

Stock Control: 
To ensure that only approved suppliers are used and that all stock and sundries budgets are collated and kept within agreed limits
To ensure that a pleasant safe clean environment is provided for patients, staff and visitors by planning, executing and controlling a Quality Control regime to ensure that the highest standards are provided and audited throughout all services. 
To ensure that the department meets the standards as laid down by the NHS Scotland National Cleaning Services Specification and the NHSGG&C Prevention and Control of Infection Manual.

Ongoing PDP Review in line with KSF.

Sickness / Absence Control:  
To monitor and control the sickness / absence % and implement the NHSGG&C policy.  

To motivate and encourage staff to attend work on a regular basis.
Carry out RTWI and Absence review interviews
Training:  
Support all staff during the NHS KSF development and review process

To encourage staff to seek training by providing access to outside training programmes e.g. SVQ.  To work closely with the NHSGG&C Training Departments to provide planned programmes for staff in line with the principles of “Life Long Learning”.

To ensure that all training is documented and to provide an audit trail for all training activities. 

To assist in the implementation of the National Training Framework for Domestic Assistants and Domestic supervisors.

Recruitment:  
To examine closely each vacancy and make the decision as to the requirements of the post, the filling of the post and the hours required.  To monitor the recruitment and management of new staff, ensuring support is provided. 

NHSGG&C Policy:  
To ensure that all relevant policies and procedures are followed and all national initiatives are implemented.

Staff / Customer Communications:  
To ensure that Facilities Staff are regularly communicated with and updated on any information that is relevant to them including Board Team and Core Briefs. To regularly communicate with all staff and customers to ensure that the service provided meets their needs.

Control of Infection:  
To work closely with Control of Infection in endeavour to eliminate HAI by delivering a high standard of cleaning in line with NHSGG&C policy. 

Service Delivery: 
Manage and respond to new developments: plan, design and implement to deliver the required cleaning and patient feeding services.


	6. SYSTEMS AND EQUIPMENT 

This includes:

· Cleaning procedures as defined during induction and ongoing training.

· Equipment includes the use of suction cleaners, scrubbers/polishers, steam cleaning equipment, wet pick-up machine, carpet shampoo equipment, dishwasher, ladders, hot trolleys, Food Safety Manuals, Health & Safety Control Book, H.R. Policy Procedures Manual.

· Cleaning agents and products.

· Waste receptacles, e.g., waste disposal units.

· Maintaining and updating manual checklists that will include the National Monitoring Framework.

· Duty rosters.

· Stock control.

· Training programmes.
· Weekly service overview reporting
· IT equipment.

· Cleaning agents and products

· Specification / Health & Safety / Prevention & Control of Infection Manual

· NHSGG&C Policies

· Communication Equipment

· Departmental quality system(s) (DMT)


	7. DECISIONS AND JUDGEMENTS

The post holder is required to take significant decisions and make judgements of a complex and demanding nature, which can influence the work of others, on a daily basis. Post holder prioritises own workload from objectives and tasks set by Support Services  Manager

· Meetings with Support Services Manager are held to review performance against objectives in line with Divisions performance management scheme.

· Maintain high standards

· Available out of normal working hours, if required to deal with any emergency facilities issues.

· Prioritise workforce/own tasks requiring to be carried out.

· Most day to day tasks are self governing.

· Anticipate and respond to problems, make judgements and find solutions.

· Overtime / sick cover decisions within financial constraints. 

· Return to work Interviews, Counselling staff.

· Workload determined by daily service requirements, using initiative when required

	7. COMMUNICATIONS AND RELATIONSHIPS

Working relationships will be established to ensure efficiency and quality of domestic service and will be either written, verbal or via IT systems to include:

· Deputy Hospital Manager and Support Services Manager
· Hotel Services and Facilities staffs.
· Clinicians / Service Managers / Clinical Nurse Mgrs

· Ward Managers / Staff / Head of Departments 

· Staff and Staff Partners

· Infection Control / Quality Assurance

· Patients / Visitors/ General Public

· Supplies

· External Auditors / Peer Review


	8. PHYSICAL DEMANDS OF THE JOB

Physical

· Standing walking sitting lifting

· Sitting at VDU, keyboard skills.  Inputting data.  

Actively walking the site, bending stretching, moving and handling equipment 
Mental

· Prolonged concentration while an in-depth analysis of quality audits completed.  Meeting result deadlines. 
· Working continuously to deadlines and managing multiple projects simultaneously and successfully.

· Ensuring hospital is being cleaned to as high a standard as possible and that these standards are maintained in all areas.  

· Ensuring patient feeding services are delivered to a high standard, all health & safety/food hygiene policies followed and all staff trained to required level.

· Unpredictable mental effort when dealing with security issues, verbal complaints, violent and abusive patients/visitors/staff or fire response

Emotional 
· The high pressure, multi skilled nature of the role generates significant emotional demands on the post holder as she/he is required to arbitrate to make difficult decisions, deal with conflict situations and be sensitive to the management of change.  

Environmental 
· The work will involve various tasks occurring in various locations (offices/wards/clinical and non-clinical departments/labs/public areas) with exposure to unpleasant smells, body fluids, verbal aggression and Lone Working. 



	9. MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

· To meet clinical and operational needs in delivery of comprehensive and integrated facilities services in terms of quality.

· To ensure services are managed and developed in a manner consistent with the Divisions partnership arrangements

· To deal with issues as they arise equipment breakdowns and impact on clinical services

· Dealing with emotional demanding patients/relatives/general public regarding facilities matters and other site and hospital issues

· Providing leadership and influencing wide reaching cultural and behavioural changes, working practice through a number of different staff groups using motivation, negotiation and persuasive skills.

· To provide continual improvements in services whilst working within financial and time constraints and therefore achieving the correct balance between cost and quality “Best Value”.

· Develop effective partnership working between clinical departments and non-clinical services in order to develop the support services, whilst ensuring the unit objectives are met.

· Retention of staff, dealing constantly with staff shortages through vacancies, sick leave, etc.

· Responding to emergency situations 

· To ensure that the department at all times provides the high standard of service required,
· To ensure that the staff are motivated and trained to provide that service.
· To maintain and build relationships with working partners within NHSGG&C.

· To ensure that the department and staff remain flexible to meet the needs of a changing service.

· To ensure domestic services meets all quality and national standard targets of 95% and above in line with Scottish Office guidelines.


	10. KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB
· Facilities qualification, e.g., City & Guilds Part 1 and 2 or Institutional Management Qualification, HND or equivalent.
· BICS Certificate 

· ILM 

· SVQ Level 3

· Yellow Book Course or equivalent

· Elementary Certificate in Food Hygiene Safety.
· Experience in Domestic Services essencial
· Managing Safely – Institute of Occupational Safety & Health
· Practical operational experience.
· Good communication / listening skills
· Organisational and administrative skills.
· Willing to change, adapt and be flexible.
· IT Skills
· Ability to communicate verbally or in writing effectively with colleagues, patients, visitors, clinical and non-clinical staff members.

	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:


JOB DESCRIPTION APPENDIX –

ADDITIONAL ROLES AND RESPONSIBILITIES

Please use this form to describe any additional roles or responsibilities currently fulfilled by a jobholder that are not an integral part of the person’s substantive job (e.g. Radiation Protection Supervisor, “Link Practitioner” etc) 

	1.  TITLE OF JOBHOLDER’S SUBSTANTIVE POST:  



	2.  DEPARTMENT:



	3.  DESCRIPTION OF ADDITIONAL ROLE/RESPONSIBILITY:



	  4.  AGREEMENT OF ABOVE DESCRIPTION

  Job Holder’s Signature:

   Head of Department Signature:

   
	Date:

Date:


SUPPORT SERVICES MANAGER





SENIOR 


SUPERVISORS X 2





ASSISTANT DOMESTIC MANAGER X 3








SUPERVISORS DAYS x 17


VARIOUS SHIFTS OVER 7 DAYS





WARD HOSTESSES X 385


VARIOUS SHIFTS OVER 7 DAYS





SERVICE ASSISTANTS 


X 2
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