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	Post Title: Car Parking & CCTV Attendant 

	Post Reference:
	

	Summary of the Role: 

· Responsible for the enforcement of the Trust Car Parking Policy
· Responsible for ensuring the correct application of the Quality Management System where it interfaces with their daily activities
· Responsible for the monitoring of CCTV as and when required 











	Reports to:

· Car Parking Supervisor


	
	Working Relationships & Contacts 

Key relationships include: 
The post holder is expected to liaise with other members of CDD Services and CDDFT staff to enable the fulfilment of their duties. Where their duties bring them into contact with other groups e.g. other Trust staff, patients and their visitors / carers, a professional working manner should be adopted. When this contact includes members of the general public, common courtesy should be shown.


	Key Responsibilities
	

	
· Issue Parking Charge Notices to vehicles that are parked in breach of the Trust Policy
· Responsible for the monitoring of the car parking service equipment, its performance and reporting of faults or damages to the Car Parking Management Team
· Directs drivers of vehicles to appropriate parking areas if and when required and provides information to visitors, students, staff and patients
· Monitors and/or patrol site to ensure traffic remains flowing
· Observe, uphold and enforce health & safety regulations at all times including the wearing of hi-visibility and safety clothing and the reporting of hazards and dangers on site
· Take intercom calls and assist customers with their issues and queries.
· To man the Car Parking Reception, take card and cash payment on an ad hoc basis and also validate parking passes for visitors
· Issue keys in accordance with the agreed procedure
· Give appropriate advice and instruction to staff and public in respect of the effective operation of the Trust car parks
· Give appropriate instruction to any new members of the Car Parking Team
· Work agreed rotas and co-operate to maintain a 24-hour cover
· Attend training courses as required
· Carry out appropriate procedures for identifying and reporting faults
· Follow security procedures 
· Ensure CCTV images, information and transcribing minutes which could be used in court proceedings must always be held highly secure. Specific patient policies must be applied.
· Whilst working in the CCTV role there will be a frequent requirement to sit or stand in a restricted position for most of the shift.
· Gain specialist and theoretical knowledge regarding the operation and processes to carry out the role e.g., access control, CCTV, security related software and the application of the law.
· Ensure control systems operate effectively i.e., possess keyboard skills and manual dexterity associated with CCTV, access control related software and alarm systems. 
· Knowledge of the hospital layout, usage and key stakeholders / contact points. 

General
The above list is not exclusive or exhaustive; the post holder is expected to be co-operative and flexible in line with the needs of the post, department and the needs of the business.  


	Job Dimensions:
(Problem solving, decision making, impact, resource management including value, working environment, responsible for staff & equipment) 
	Performance measures and KPIs

	
Provide a courteous efficient Car Parking service within the trust.

To project a friendly and professional attitude to all patients, staff and visitors and to demonstrate product knowledge when enquires are made.

Ensure that communication channels are maintained between appropriate staff / visitor / patient groups with regard to car parking.

Provide a CCTV monitoring service as and when required.

	
KPI target scores

	Person Specification:
(Please state Essential (E) or Desirable (D) 


	Knowledge and Skills
Excellent communication and interpersonal skills and the ability to explain detailed information to others (E)
Ability to prioritise and organise work load (E)
Work as part of a team (E)
Ability to problem solve and work on own initiative. (E)
Able to work shifts and have flexibility to needs of the service (E)

	Experience
Experience of working in a Car Parking Environment (E)



	Qualifications
Educated to GCSE standard or equivalent (E)
NVQ Level 2 Customer Service Practitioner (D)



	Core Behaviours




	Patients, public and staff have helped develop the Trusts’ Behaviours Framework of Values that inspire passion in the NHS and that should underpin everything it does. The NHS values provide common ground for co-operation to achieve shared aspirations, at all levels of the NHS. The post holder is required to commit to delivering the actions in the Trust’s Behaviours Framework:

Working together for patients

Patients come first in everything we do. We fully involve patients, staff, families, carers, communities, and professionals inside and outside the NHS.  We speak up when things go wrong. 

Respect and Dignity

We value every person – whether patient, their families or carers, or staff – as an individual, respect their aspirations and commitments in life, and seek to understand their priorities, needs, abilities and limits.

Commitment to quality of care
 
We earn the trust placed in us by insisting on quality and striving to get the basics of quality of care – safety, effectiveness and patient experience – right every time.

Compassion

We ensure that compassion is central to the care we provide and respond with humanity and kindness to each person’s pain, distress, anxiety or need. 

Improving lives

We strive to improve health and wellbeing and people’s experiences of the NHS.

Everyone counts. 

We maximise our resources for the benefit of the whole community, and make sure nobody is discriminated against or left behind.


All employees are required to promote high quality care and good health and wellbeing through the enduring values described by the Department of Health: “The 6Cs – care, compassion, competence, communication, courage and commitment.”

Duty of Candour

All employees are required to comply with the Statutory Duty of Candour: The volunteering of all relevant information to persons who have or may have been harmed by the provision of services, whether or not information has been requested and whether or not a complaint or a report of that provision has been made


	Leadership Behaviours




	All managerial and supervisory posts are expected to follow the principles of being a Great Line Manager and specifically be aware of, understand, and apply fair employment policies/practices, and equality and diversity principles and legal obligations.  Commit to developing staff preferences, promoting flexible working arrangements, and encourage change of working practice following major life changing events.   

All managerial and supervisory posts will ensure compliance with Trust policies and procedures and clinical guidelines.

All managerial and supervisory posts must ensure staff have equal access to career progression and are appraised annually and have a PDP.
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image1.png
Synchronicity
Care Limited @





image2.emf
Behaviours  Framework Jan2015.docx


Behaviours Framework Jan2015.docx
Trust Behaviours Framework



		

Our NHS Values

		Our Behaviours



		

		You will see that we

		You will see that we do not



		

Working together for patients

		Patients come first in everything we do.  We fully involve patients, staff families, carers, communities and professionals inside and outside the NHS.  We speak up when things go wrong.

		· Will think of our patients first

· Are proud of where we work & our role in delivering the services we provide

· Provide clear, open, honest & timely information

· Keep people informed – give regular updates where possible

· Work as an effective team, pull together & include everyone

· Admit when we get things wrong, tell patients & their families & learn from this

		· Work within our own teams only, forgetting we are part of a wider organisation for the benefit of patients 

· Set unrealistic expectations or make false promises

· Withhold useful information or forget to pass something on

· Put up barriers to communication & team work



		



Respect & Dignity

		We value every person – whether patient, their families or carers, or staff – as an individual, respect their aspirations and commitments in life and seek to understand their priorities, needs and limits.

		· Introduce ourselves, explain our role & listen to you

· Be polite, courteous & friendly 

· Respecting others differences

· Value people’s privacy & dignity

· Make eye contact & talk to people directly, using their preferred name

· Respect the environment we work in

		· Put our own priorities before those of patients or colleagues

· Be rude, abrupt, shout or insult people

· Undermine people’s dignity through actions or words 

· Talk about people as though they are not there or don’t understand

· Avoid people who need help

· Tolerate aggressive behaviour or bullying of any description – from each other, patients or visitors



		



Commitment to Quality of Care

		We earn the trust placed in us by insisting on quality and striving to get the basic of quality of care – safety, effectiveness and patient experience – right every time.

		· Are competent & professional at all times

· Are open & honest, learning from experience

· Are clear about our roles & responsibilities

· Accept responsibility & hold each other to account for our actions

· Act on concerns & challenge poor services or behaviours

· Seek out best practice and share it

· Avoid duplication & waste

		· Let professional registration lapse or fail to keep up with CPD

· Absolve responsibility, pass the buck

· Wait to be chased

· Dismiss new ideas, refuse to try

· Ignore or condone bad behaviour or poor practice

· Ignore research or evidence based practice



		



Compassion

		We ensure that compassion is central to the care we provide and respond with humanity and kindness to each person’s pain, distress, anxiety or need.

		· Show care & compassion

· Support & empathise with others

· Stop to help others, take the time to help

· Listen to each other & our patients

· Be open & honest with patients about their condition & support them to make difficult decisions

		· Make excuses for lack of compassion

· Hold inappropriate or personal conversations in public areas

· Use closed body language, show irritation, be unapproachable



		

Improving Lives

		We strive to improve health and wellbeing and people’s experiences of the NHS.

		· See people as individuals, see the whole person & their individual needs, respecting their beliefs & ideas

· Be innovative & creative, look for solutions

· Support people to reach their potential

· Support each other to have a good work/life balance & healthy lifestyle













		· Make it difficult for people to access the right services at the right time

· Be judgemental, patronising, making inappropriate generalisations or assumptions



		

Our NHS Values

		Our Behaviours



		

Everyone Counts

		We maximise our resources for the benefit of the whole community, and make sure nobody is discriminated against or left behind.

		· Understand each others’ skills, roles & responsibilities & respect everyone’s contribution

· Encourage people to raise their concerns

· Promote & reward innovation

· Say thank you when others help us

· Value the experience & knowledge of other team members

· Include all team members in service developments – everybody has a valid opinion



		· Undermine colleagues, be spiteful or talk about people behind their back

· Say one thing and do another

· Be disinterested in other people’s aims, skills or ideas








