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NHS GREATER GLASGOW & CLYDE JOB DESCRIPTION


1. JOB  IDENTIFICATION


Job Title:	Housekeeper/Ward Assistant - Band 2

Responsible to:	Senior Staff Nurse/Charge Nurse

Accountable to:	Lead Nurse

Department (s):	Plastic Surgery and Burns

Directorate:	Regional Services





2. JOB PURPOSE



· The main function of the post includes coordinating cleaning, catering and minor maintenance together with other specified tasks as directed by the senior charge nurse/manager to ensure a safe environment. The post holder will be expected to work as part of the ward team, to be responsible for delivery of a wide range of activities to support the ward team by the maintenance of high quality environment for patients and visitors. Ensure the effective delivery of nursing care  is provided to patients and that an acceptable standard is maintained 




	
3. ROLE OF DEPARTMENT

	

The Plastic Surgery and Burns service within NHSGG&C and the West of Scotland will



o  Ensure equity of access for patients requiring Plastic Surgery or Burns services regardless of geographical origin, for patients in the West of Scotland
I
-	o	Responsible for the development and review of care pathways for a defined patient

	population. Locally this includes wards and day unit areas

o		Establish key working relationships  within primary, secondary and tertiary care settings and provide information and referral to voluntary sector




4. ORGANISATIONAL POSITION

I	Lead Nurse	I



Senior Charge Nurse

Charge
Nurse	1------l   Staff Nurse


I
HCSW	Ward Assistant




	
5.  SCOPE AND RANGE

	
The Plastic Surgery and Bums Service provides a Regional Service for patients and their families throughout the West of Scotland. The post holder will be:

1. Working within the ward team, to ensure that patient comfort is maintained at all times.

2. To respond to patient concerns about ward support services (cleaning, catering, maintenance, environment) and act appropriately to resolve or correct any issues that arise.

3. Assisting clinical teams in ensuring the environment for care is maintained to a high standard.

4. To provide information for patients, their relatives and visitors about the Hospital and relevant equipment.

	
5. To escort able bodied patients that pose no clinical risk, carers and relatives around the hospital as required.

6. To work with the ward clerk as required ensuring continuity and to carry out basic duties such as answering telephones, message taking, photocopying and organising incoming/outgoing post as required.

7. To ensure that patient's personal belongings are handled with respect and stored in secure lockable areas and to transport items to the cashier's office as required.

8. Running errands for patients on Board premises as requested e.g. collecting a newspaper/magazine and to attend to patients non clinical needs as required.




	
6. KEY RESULT AREAS

	Maintenance

1. To be responsible for reporting any Health and Safety problem and any Maintenance problems to the appropriate manger and to monitor any follow up actions.

2. To ensure security systems on the ward are maintained (i.e. Intercom systems, door buzzers and nurse call systems) and to alert the responsible parties should a breach occur or maintenance be required.

3. To carry out regular monitoring/audit of furniture and fittings to ensure good conditions for patient care.

Cleaning

1. To work with the ward domestic to ensure that the ward area is clean and tidy at all times including ensuring emergency spills are dealt with appropriately and to ensure Health and Safety and Infection Control; requirements are met.

2. Be responsible for ensuring the patients lockers, tables, under beds are cleaned daily, bins and litter bags emptied/replaced as required.

3. Clean and prepare bed areas after patients discharge in readiness for arrival of new admissions including cleaning of bed frame, mattress, locker and side table.

4. To clean any specialist equipment once trained appropriately.

5. To work with senior charge nurse/charge nurse in undertaking regular cleaning audits and monitoring of domestic and catering services.

Catering

1. To assist the ward staff in the service of a quality meal service under the supervision of the senior nurse and to respond to any concerns that may arise.

2. To ensure all patients receive information about the menus on admission and to discuss any queries that they may have regarding menus and to liaise with nursing
Staff, nutritional and catering staff on behalf of the patient as required.

	

3. To compile patient meal requirements under direction if nursing staff and to forward these to the catering departments.

4. To work with clinical staff to ensure that special diets are catered for e.g. diabetics, low sodium etc, and to carry out instructions e.g. be aware of patients who are nil by mouth prior to surgery.

5. To prepare hot/cold drinks as requested and arrange for any other hot/cold snacks (e.g. toast) and to obtain additional meals for patients.

6. Assist patients if they have difficulty eating e.g. remove lids, opening packets and cutting up food when required and to assist patients in cleaning/washing their hands prior to meals service.



I	





7. Assist nursing team in monitoring patient's food intake and nutrition.

8. To ensure adequate supplies of dietary supplements and make requests for more stock as required.

9. Monitor and maintain ward kitchens paying strict attention to H&S requirements including the monitoring of fridge temperatures and clearing dated stock on a daily basis.

General

1. To assist in the cleaning and making of beds for patients, bedside lockers and tables .

2. To ensure adequate supplies of linen are available at all times.

3. To be actively involved in the promotion of good housekeeping across the Board.

4. To ensure communal areas of the ward are well organised, clean and tidy and to ensure the special storage and clinical rooms are kept organised and cleaned thoroughly on a regular basis.

5. To check deliveries to the ward as requested by the senior charge nurse and to unpack and store supplies appropriately. To order and maintain socks of cleaning and clinical supplies once appropriate training has been given.

6. To carry out any other ad hoc basic duties as required as relevant to grade and experience- basic office junior skills such as photocopying, laminating, ordering supplies, errands between departments.



	
7. SYSTEMS & EQUIPMENT

	
Must be aware of the responsibilities placed upon them under the Health and Safety at Work Act 1974, to ensure that the agreed safety procedures are carried out to maintain a safe working environment for patients, visitors and employees.

1. Moving and Handling

· Move patients meal trolleys
· Move and store patient records and documentation
· Move and store boxes of supplies and provisions

2. Information  Technology

· Computer programmes , e.g. PAS, CEDAR
· Utilise phone and pager systems
· Enter data on manual or electronic systems
· Fax
· Photocopier








	3. Near Patient Contact


· Obtaining personal details for administration purposes
· Distributing menus and assisting patient to fill in menu choice
· Serving meals and drinks
· Making and changing trolleys/beds/linen




8. PHYSICAL DEMANDS OF THE JOB


1. Physical Skills

· Skills to safely manoeuvre wheelchairs, trolleys, beds and other equipment 2. Physical Demands
· Lifting and manoeuvring boxes of stores/provisions/ ward equipment
· Carrying patient records
· Entering electronic or written data
· Sitting at VDU computer station
· Walking or standing most of the shift
· Moving and handling of patients from self-caring to independence
· Pushing meal trolley
         3. Mental Demands
· Concentration required whilst undertaking administrative duties
· Working within a busy environment subject to frequent interruptions
· Unpredictable ward/clinical activity

4. Emotional Demands

· Communicating with distressed/anxious/worried patients/relatives
· Dealing  with  patients  and/or  relatives  who  occasionally	display  aggressive behavior









9. DECISIONS AND JUDGEMENTS

· Assignment and supervision of wok will be by the senior nurse on duty.
· Planning and prioritization order of own work
· Work review and formal appraisal of performance will be carried out by the senior nurse









                10. COMMUNICATIONS AND RELATIONSHIPS


· Effective use of verbal, nonverbal, electronic and written communication
· Effective telephone and customer care skills
· Communicate with multi-disciplinary team
· Use empathy and understanding when dealing with distressed/anxious patients, cares  and relatives
· Respect confidential information obtained in the course of duty and refrain from disclosing such information without the consent of the patient/client or a person entitled to act on his/her behalf, except where disclosure is required by law or by the order of a Court or is necessary in the public interest.






       
11. MOST CHALLENGING/DIFFICULT PARTS OF THE JOB


· Managing competing demands on time within a busy environment.
· Participating  in  maintaining  patient  safety  at  all  times  as  part  of  the  multi­ disciplinary team
· Dealing with verbally abusive patients and members of the public





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


· Basic computer and word processing skills
· Organisation/adm inistration skills
· Effective communication skills
· Ability to work with people as part of a multi-disciplinary team
· Ability to carry out assigned tasks effectively in a busy environment
· You should have experience in dealing with the public, previous experience of
        Healthcare cleaning or housekeeping


















NHS GREATER GLASGOW & CLYDE
EMPLOYEE  SPECIFICATION
JOB TITLE: Housekeeper/Ward assistant Assistant GRADE:	2
DEPARTMENT/DIRECTORATE:  Plastic Surgery and Burns, Regional Services
[image: ]DIVISION:	Acute LOCATION: GRI













               Previous experience of working in a changing role or




*
*

*
EXPERIENCE
Experience of dealing with the public
organization
Previous relevant experience in healthcare, cleaning and or
housekeeping

SKILLS AND ABILITIES
Good communication skills Good telephone manner Customer care experience
Ability to priorities and organize own work
Able to use initiative
..
I

I	..
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I	*
Clear legible handwriting

OTHER  REQUIREMENTS
Team worker	*
Flexible and able to cope with changes	*
1 Neat and tidy appearance	*
Friendly and approachable	*
Empathy regarding others needs	*
Capable of carrying out instructions
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Information technology skills
Good standard of education
Willingness to learn new skills




