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	Post Title:  Support Team Apprentice
	Post Details: Band ADAA
Hours – 37.5 pw  
Flexible Working arrangements
	Location: Trust site as required but nominally The Whitehouse, Peterlee

	
SCL:

Synchronicity Care Ltd (SCL) trading as CDD Services is a wholly owned subsidiary of County Durham and Darlington NHS Foundation Trust and exists to add value to the organisation by providing high quality Estates, Facilities and Procurement services. Each of the services is provided to the Trust via an SLA. 

SCL pride ourselves in recruiting staff who display our values and the right behaviours and work hard to create a culture which respects all of our staff for the unique contribution they make to ensuring high quality care is delivered.

Summary of the Role: 

The Support Team Apprentice role is part of CDD Services Purchasing and Information Team and is responsible for supporting the provision of the procurement system  and providing a purchasing service involving the appropriate sourcing of goods and services, processing of requisitions, and expediting purchase orders, all with due consideration of quality and price to deliver on-going cost efficiencies, quality and service benefits to County Durham and Darlington NHS Foundation Trust (CDDFT), Tees, Esk and Wear Valleys NHS Foundation Trust (TEWVFT) and Oxleas NHS Foundation Trust (OFT). 
 


	Reports to:

· Systems Manager

	
	Either verbally, electronically or face to face with all required internal and external stakeholders.

Negotiation with internal/external customers can be emotive and the post holder must be able to remain calm and collected during negotiations.

Resolve customer queries and complaints received by telephone, email, letter and face to face.





	Key Responsibilities
	

	
· Resolution of all helpdesk calls from Cardea end-users and subsequent logging and maintenance of electronic database.
· To undertake a variety of system administration duties in relation to the electronic purchase order system which will include user setup, profiles, branch / delivery setup and template maintenance, etc.
· To facilitate product returns, credits, invoice queries and carriage charges.
· The post holder will be part of a team which provides an effective and efficient purchasing service to CDD Services, CDDFT, TEWVFT & OFT stakeholders including the appropriate sourcing and purchasing of low value goods/services.
· Participating in stakeholder user groups to support the achievement of VfM for CDD Services stakeholders.
· Works within standard operating procedures/work instructions and relevant Policies and Procedures. 
· Works closely with all procurement, purchasing and materials management staff within CDD Services.   



	Job Dimensions


	
[bookmark: _Hlk29291796]The post holder will report directly to the Systems Manager and will work closely with all procurement, purchasing and materials management staff within CDD Services.  

The post holder will support the provision of an effective and efficient procurement system and information service to all CDD Services stakeholders.

The post holder will support the provision of information that supports purchasing best practice to CDD Services, CDDFT, TEWVFT & OFT stakeholders when sourcing goods and services, facilitating quotation exercises, processing requisitions and expediting orders.  Liaising directly with suppliers and/or National/Regional Procurement Hubs to progress quotation exercises/mini competitions to achieve both quality and VfM outcomes for the Trust and/or Consortium Organisations.  

The post holder will interact with a range of stakeholders across the consortium in performing their function in line Trust standards and industry best practice.

The post holder will learn to understand the stakeholder organisation’s SFI’s and associated polices.  




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


	Knowledge and Skills
Essential
PC and keyboard skills 
Desirable



	Experience

Essential

Desirable

Experience of working in an administrative role providing levels of customer service 
	Qualifications
Essential
GCSE Maths and English Grades A*- C or 9 - 4 (or equivalent) 

Desirable



	Core Behaviours / Values


	· Integrity and Accountability:  Acting with integrity and being accountable for our actions

· Innovation and Efficiency:  Bringing innovation and efficiency to all that we do

· Culture:  Developing a culture which respects and values individuals

· Stakeholders:  Working together for our stakeholders


· Quality:  Committed to delivering quality services.

· 


· A positive can do attitude

· Team Player

	Leadership Behaviours


	Provide leadership in promoting good governance through core behaviours  
Actively encourage culture of ideas and change

	Management 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.


	Other












Organisation Chart

	Infection Control: It is the responsibility of all individuals to comply with infection control policies and to attend any appropriate training requirements in line with the Trust's responsibility to comply with Government Directives.
Health & Safety: It is the responsibility of the individual to work in compliance with all current health and safety legislation and the Trust’s Health and Safety Policy and to attend any training requirements both statutory and mandatory in line with the Trust’s legal responsibility to comply with the Health and Safety and Welfare at Work Act 1974.

It is a standard element of the role and responsibility of all staff of the Trust that they fulfill a proactive role towards the management of risk in all of their actions. Members of staff are responsible for adherence to all Trust policies for the safety of themselves, staff and patients at work
     

  



This Job Description is intended as a guide to the principal duties and responsibilities for the post and should not be considered an exhaustive list.  It is subject to change in line with future development of the service and/or any other duties required to ensure smooth running of the hospital.
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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
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