Sefton Metropolitan Borough Council

Job Description

Department:
Adult Social Care



Section: 
Adult Services

Location:
Equipment Loan Store
Post:

Store person.

Grade:
E



Hours:
18
Responsible To:

Store Supervisor 
Responsible For:

None
Job Purpose:
Provide an effective store-keeping and stock control service for the supply, storage, recording and delivery of equipment, aids, aids and appliances for residents and establishments within Sefton.  To ensure all items returned to stock are cleaned and serviced appropriately.


Ensure the stores premises and vehicles are properly secured each evening. 
Main Duties:
1) Maintain an accurate stock control system (manual and/or computerised) of items of equipment, aids and appliances for use by residents in Sefton, ensuring adequate stock levels are always available.
2) Assist with weekly, monthly and annual stock checks as directed.
3) Receive all deliveries of equipment and storage of same as appropriate.
4) Ensure the security of the premises and its contents. 
5) Maintain cleanliness of Stores, ensuring adherence to Health & Safety and C.O.S.H.H. regulations.

6) Assemble flat pack or specialist items of equipment.

7) Ensure stock is available for deliveries / collections the following day.

8) Assist the Drivers where necessary with heavy or bulky items, help fill vans in the morning.
9) Work with scanners, use for stocktakes, checking equipment and take pictures and put on Elms
10) As a team member, co-operate and assist in tasks to ensure the smooth running of the service at all times.

11) Participate in supervision from the line manager and in any professional development activity or training as required.

12) Respond to telephone calls and assist visitors to the stores as necessary.

13) To ensure service user data information is lawfully gathered, accurate and up to date and only divulged in accordance with the General Data Protection Regulations 2018.
Special Conditions (if applicable):
None

General

This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.

All staff are responsible for the implementation of the Health and Safety policy so far as it affects them, their colleagues and others who may be affected by their work.  The post holder is also expected to monitor the effectiveness of the Health and Safety arrangements and systems to promote the appropriate improvements where necessary.

Date:



March 2019
Prepared By:

Peter Mcmahon
Designation:

I.C.E.S. Manager.

