FAIRFIELD INDEPENDENT HOSPITAL

JOB DESCRIPTION

	JOB TITLE:
	Purchasing/Stores Administrator


	DEPARTMENT:


	Hospital Services

	CONTRACT:


	12 month temporary 

	HOURS


	37.5 per week (0800-1600pm Mon-Fri)

	PAY BAND:


	B 

	RESPONSIBLE TO:


	Purchasing and Stores Supervisor

	ACCOUNTABLE TO:
	Director of Hospital Services




JOB SUMMARY
To take delegated responsibility from the Purchasing/ Stores Supervisor for all matters in relation to all medical and non-medical stock items (excluding pharmacy) within the organisation.
To assist in ensuring stock levels meet the requirements of the Hospital.

To ensure stock is received, delivered and stored correctly and safely at all times.

PRINCIPLE DUTIES
1) To ensure that stock is available for all Theatre Operations, Administration Teams, Housekeeping, Out Patients, X-Ray, Physiotherapy, Wards, Recovery and Maintenance, as and when requested.
2) To ensure all orders are processed in time and communicate any issues to the relevant department, as and when required.
3) When necessary assist in finding an alternative supplier.

4) To address queries relating to the receipt and issues of goods as necessary.

5) Review opportunities for achieving cost reductions without compromising quality or safety.

6) To check and receive goods of varying weight and size. Ensure onward despatch to appropriate departments.
7) To ensure that all items sent back to suppliers are accounted for.

8) Complete vendor rating spreadsheet.
9) Ensure that the Meditrax systems are completed.

10) To ensure that all stock items are purchased either through the financial (Purchase Order) system or the manual Fairfield Purchase Order Forms.

11) To ensure that VAT exempt forms are sent out with purchase orders for all medical consumable items were applicable.

12) To check invoices against prices on the Financial (Purchase Order) System.

13) To ensure the electronic stock location device within the department is kept up to date.

14) To develop a sound knowledge of products and substitutes across all departments within the Hospital arranging to obtain items from alternative sources as necessary.

15) To ensure all waste is removed as per Hospital policy.

16) To act in a professional manner at all times.

17) To follow the ISO procedures in place.
18) To participate in appraisals, personal reviews and work to achieve set objectives.

The above list is not exhaustive but reflects the main duties of the post. It will be reviewed annually to respond to the changing needs of the service, in consultation with the post holder.

Additional Responsibilities

It is each individual staff member’s responsibility to treat all team members, staff, consultants and visitors to the hospital in a professional and courteous manner at all times. Willful neglect of this responsibility may result in disciplinary action.

Health & Safety

It is the responsibility of all employees to work with managers to achieve a healthy and safe environment, and to take reasonable care of themselves and others.  Specific individual responsibilities for Health & Safety will be outlined under key responsibilities for the post.

Equality & Diversity

It is the responsibility of all employees to support the Hospital’s vision of promoting a positive approach to diversity and equality of opportunity, to eliminate discrimination and disadvantage in service delivery and employment, and to manage, support or comply through the implementation of the Hospital’s Equality & Diversity Strategies and Policies.

Information Governance

As an employee you will have access to information that is sensitive to either an individual or to the organisation and you are reminded that in accordance with the requirements of Information Governance, NHS Code of Confidentiality, Data Protection Act 1998 and also the terms and conditions in your contract of employment, you have a duty to process this information judiciously and lawfully; failure to do so may result in disciplinary action.


Rehabilitation of Offenders Act 1974

This post is subject to an exception order under the provisions of the Rehabilitation of Offenders Act 1974.  This stipulates that all previous convictions, including those that are ‘spent’ must be declared.  Previous convictions will not necessarily preclude an individual from employment within the Hospital but must be declared in writing at the appropriate stage during the recruitment process.

Smoke-free Policy

This Hospital operates a Smoke-free policy.  This means that smoking is not permitted anywhere within owned or leased premises, including within their grounds and within owned or leased vehicles.

This job is not restrictive or definitive in any way and should be regarded only as a guideline to the duties required, and may be amended in light of changing circumstances following consultation with the post holder. The job description does not form part of the Contract of Employment.

	Name of Post holder:



	Signature of Postholder:



	Date:



Job Description – Purchasing/Stores Administrator                      Page 3 of 3    
13/04/2021

