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	Position Title:
	Support Services Trainees

	Classification: 
	PS10 – PSA Trainee

	Reports to:
	Quality and Training Manager / Training Facilitator and Site coordinator or Supervisor

	Department:
	Support Services


About Southern Health 
Southern Health provides health care across south eastern Melbourne, uniquely integrating in one organisation all primary, secondary and tertiary health services, as well as world-renowned research and teaching facilities. 

We serve a core population of almost 900,000 people or 22% of the city's population, who depend on us for all aspects of their public health care needs, with our services drawn upon by a greater population of almost 1.3 million or 30% of Melbourne.   Southern Health also has a wider official specialist role for greater Melbourne, regional Victoria and interstate in such specialties as paediatrics, cardiology, transplants and neonatal intensive care with extensive university affiliations.

Over 13 000 staff work at more than 40 sites across south eastern metropolitan Melbourne, including the major hospital facilities of Monash Medical Centre Clayton and Moorabbin, Dandenong Hospital, Casey Hospital, the Kingston Centre and Cranbourne Integrated Community Care Centre, and extensive community health facilities throughout the region.

In the last financial year our hospitals treated more than 180,000 inpatients, triaged more than 160,000 emergency presentations, performed over 40,000 operations, and assisted with the delivery of over 8,900 new Victorians.

Job Summary (Purpose /Key Result areas/Scope) 
Purpose 

	Patient Services Assistant (Ward Based): The trainee PSA will undertake a range of indirect patient services, which supports the well being of the patient.  The trainee PSA will maintain nominated areas in a clean and hygienic state in accordance with the specified work schedules, cleaning systems and Infection Control protocols. The trainee will commit to the traineeship program and will attend all classroom based training. The trainee will receive the Certificate 111 in Health Services Assistance after being assessed as competent by the Registered Training Provider. 



Key result Areas 

	· Provide a friendly, courteous and professional greeting and support to all patients/visitors/staff
· Cleaning to include but not limited to floor care, high dusting, damp – wiping,  cleaning (including walls, doors, internal glass, bathrooms and toilets, vents)

· Cleaning of patient’s room once discharge occurs.  This includes cleaning and remaking of beds, cleaning of equipment and environment in readiness for the next patient

· Patient Transport:  Transport of patients between wards, escorting new patients or discharged patients needing assistance, transporting deceased patients to the mortuary. Transportation of equipment between departments and within the ward.

· Delivery of deceased patient’s property to the mortuary.  You will need to enter the mortuary to deliver items.

· Assisting nursing staff as directed

· Delivery of meals to patients, ensuring the correct meal goes to the correct patient.  Retrieval of meal trays and sort into a bulk trolley for return to the kitchen.

· Collection of late meal trays from the main kitchen.

· Courier Service:  Assist with collection and delivery of articles on behalf of the ward, including but not limited to bloods, specimens, prescriptions, X-Rays, medical records and the collection of linen from the linen room.

· The cleaning of infectious rooms and the cleaning of equipment in these wards.

· Collect and segregate all types of waste from patient’s rooms within the work area and store in designated collection points in accordance with waste disposal guidelines.

· The restocking of medical supplies in the department

· Adherence to both Occupational Health and Safety and Food Safety requirements.

These duties can vary from one hospital to another.




Scope 

	Dimensions
	Budget
	Equivalent Full Time Staff  
	Direct reports

	
	
	
	0 direct reports


	Key  relationships
	Internal 
	External  

	
	· Patients 

· Support Services staff and managers

· Nursing staff and managers

· Allied Health and Infection Control staff 


	· Visitors

· Community 

· Registered Training Provider


Responsibilities/Accountabilities
	Operational / Clinical 



	· Maintain nominated areas in a clean and hygienic state in accordance with the specified work schedules, cleaning systems , Occupational Health and safety and Infection Control protocols
· To perform tasks in a safe, timely, effective manner 




	Financial Management



	· Ensure that there is financial responsibility and accountability across the functions under the position’s control and develop and implement financial strategies that will ensure budgetary targets and key performance indicators are met.

· Initiate and implement actions to improve the financial effectiveness of all functions, under the positions control. 


	Human Resources 



	· Participate and co-operate in consultative processes to improve health and safety.

· Observe safe working practices and as far as you are able, protect your own and others’ health and safety.

· Monitor the operations and continuous improvement of the Southern Health Occupational Health and Safety Management System  within  area of responsibility and provide a safe and positive  workplace




Person Specification

	Qualifications/ Registrations/ Licenses 

Current food handling certificate 


	Technical Skills/ Knowledge / Experience  

Demonstrated work experience in either a customer service or health care environment
Ability to perform physically demanding tasks

Effective oral and written communication skills
Demonstrated ability to work effectively within a team

Flexibility to work a range of shifts including weekends
Demonstrated ability to follow instructions while multitasking

Demonstrated commitment to ongoing education and development  


	Capabilities (Refer to Southern Health Capability framework) 




Southern Health Values
	Integrity
	Honesty, open and transparent, admit mistakes, maintains confidentiality, fairness, builds trust.

	Compassion
	Empathy, sensitivity, concern for others, interacts with dignity, tolerance, anticipates needs

	Accountability
	Understands roles, uses resources wisely, delivers on time, timely decision making, achieves stretch goals, takes responsibility for performance

	Respect
	Builds relationships, courteous, listens and understands, gives & receives feedback, sensitivity & understanding,  values difference & individual worth

	Excellence
	Supports creativity & innovation, proactive & solution focused, seeks out opportunities, embraces quality improvement, professionalism


Other Position Requirements
·  Ability to commit to the 12 month traineeship program
·  Ability to work day, afternoon and night shift including weekends, public and school holidays
	Approved (Job title):
	Quality and Training Manager

	Date:
	January 2012
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