[image: image1.jpg]3.
iy

B

KING EDWARD VlI's
HOSPITAL






JOB DESCRIPTION

JOB TITLE:

Stores Assistant
REPORT TO:

 Stores Manager
​_________________________________________________________________________________

Job summary
The post holder will provide an efficient, effective and professional materials management service including administration, order allocation, picking, packing, deliveries, receipting pulling (Theatre procedure preparation) and onward distribution to wards, theatre and departments throughout the hospital.

The post holder will provide a wide range of stores and distribution duties which can be physically demanding.

Key Duties
The main purpose of this role will be to ensure that the department meets all its obligations in delivering an effective and efficient service to all departments within the organisation.

To work as a team member under the supervision of the Stores Manager - undertaking various responsibilities in relation to KEVII Procurement

· To assist in sourcing, ordering, expediting, receipting, storage/stock control, issuing and general reconciliation of orders and stock 

· To cover for other members of the team as and when required

· To demonstrate an approachable demeanour and support of other members of staff in their effort to deliver high quality patient care and service

· To assist in product sourcing and evaluation of alternative sources of supply - working closely with the  Stores Manager and other departmental leads in achieving  best value for money
· Ensure accurate electronic recording of completed services and goods receipts and ensure filing of all necessary supporting documents
· Ensure accurate electronic recording into stores (where applicable ) of all stock items and to arrange product returns to suppliers as may be necessary  
· Maintain stocks at workable levels in accordance with stores stock strategy, giving due consideration to effective stock management (First in First Out - FIFO), financial, usage trends and supply situations
· To ensure that all stock items and materials are securely stored, safe and appropriately in the main stores and stock locations round the Hospital
· Using appropriate stock management systems (PowerGate) replenish both stores location levels and Top-up levels within clinical stock areas
· To conduct intermittent stock verification checks to ensure there is a correlation between electronic stock balances and physical stock on the shelves
· To participate in periodic stock taking and stock reconciliation 
· Accurately issue to respective clinical and non-clinical locations - requested stock items, while ensuring effective use of stock control and management systems (PowerGate).
· To do the top up on all areas in the Hospital as required
· To do the pulling daily and update the preference cards as required.
· To receipt all goods into store
· To be diligent and cooperate at all times with the Stores/Procurement Manager and senior management team

· To deal with customer queries as they arise both over the phone and face to face 

· To provide a safe and healthy working environment 

Other Key Duties

· To participate in self-developmental programs that will enhance and help improve discharge of duties
· To attend all mandatory training as may be required under KEVII Training and HR policy
· To assist in the development and implementation of departmental policy, giving due consideration to financial and operational needs, whilst ensuring a good and safe working practice, may be required
· Adhere to hospital policies and procedures and relevant legislation including the requirements of any professional bodies
· The Procurement and Stores Officer should be willing to assist and undertake any other reasonable responsibilities or tasks requested by the Procurement and Stores Manager, Theatre Manager and KEVII Senior Management.

PERSON SPECIFICATION
	
	Essential
	Desirable

	Qualifications
	GCSE English or equivalent.
	Essential IT skills 



	Experience
	Work within a busy customer services environment,


	

	Knowledge
	Use of computer systems.

Equality and diversity issues.


	Knowledge of stock control and stock management systems and procedures.



	Skills and Aptitudes
	Good customer care skills

Clear and accurate written and verbal communication at all levels of the organisation.

Effective listening skills

Time management (important)
Willingness to adapt to the changing needs of the service.

Moving and handling skills.

Ability to use initiative and escalate any issues for advice where necessary.


	

	Personal Circumstances
	The post holder should be adaptable, conscientious and have a professional but amiable and tactful disposition.

Able to receive and distribute objects of various shapes and sizes.
	

	


Procurement and Stores Structure
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Procurement Manager





Procurement and Stores Manager








Stores Assistant





Procurement and Stores Officer
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