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Position Description

	POSITION TITLE:
	Store Person

	DEPARTMENT:
	Supply Services

	CLASSIFICATION:
	Level 5

	AWARD/AGREEMENT:
	Mercy Hospital Mount Lawley Support Services & Enrolled Nurses (Mercy Hospital & LHMU) Enterprise Agreement

	REPORTS TO:
	Inventory Coordinator

	APPROVED/REVIEWED
(Signed)____________________________     Date  ____________________


Organisational Mission and Values

Mercy Hospital is committed to employing a caring and dedicated team of employees who provide services that enhance the quality of life in the community.  Staff are called to behave in such a way that upholds the Mercy Mission and demonstrates the Values of Compassion, Justice, Respect, Integrity and Excellence and to work co-operatively and collaboratively in the Hospital’s ministry of healing and health care.

A commitment to the Mission and Values of the Hospital is reflected in the attitudes, behaviour and actions of staff, process of decision making, Mercy policy and procedures, the quality and nature of Mercy services, provision of staff development programs, implementation of tasks and in the way people are related to and cared for, particularly Staff and patients.

Every person working in Mercy is required to behave at all times in a way which upholds the Mercy Values.  Further information regarding the expectations of employees with regards to Values-Based Behaviour is contained in the Mercy Code of Conduct.

Position Summary

Receive, store, issue, pick, pack, mark and distribute materials and equipment for use by hospitals and other facilities.
Key Responsibilities

Mission and Values
· Upholds and promotes the Mission and Values of Mercy Hospital Mount Lawley.
Operational Management - Store Duties
· Thoroughly checking all incoming materials and equipment for condition and accuracy.
· Accurately processing all necessary paperwork/documentation such as packing slips, bills of lading, packing slip invoices, receipt and reports.
· Reporting any damage/discrepancies to the office staff.
· Assisting with the unloading of goods when required using appropriate materials handling aids where necessary.

· Preparing and marking materials for warehouse storage or distribution to end-user.

· Issuing of materials from the controlled stock:

· Accurate picking of stock from system generated picking slips.
· Packing and marking of picked items ready for distribution.

· Marking and processing of paperwork utilising the computer system including confirmation of actioned pick list.
· Advising office staff of any stock discrepancies, excessive requests.

· Storage and custody of materials:

· Placement of stock in proper stock location.
· Rotation of stock to ensue first in, first out (FIFO) (and/or nearest expiry date).

· Ensuring correct display of items.
· Preparation of stock for picking.

· Distribution of materials and equipment.

· Ensuring that equipment requiring asset and safety checks prior to distribution has been attended to.

· Ensuring that urgent required goods are delivered as soon as possible.

· Requisitioning, distributing and restocking of items to Imprest storage locations.

· Physical counting and recording of stock as per the perpetual stock take procedure.  
· Maintaining the warehouse, receiving bays and other adjacent areas in a clean, tidy and safe condition and following the cleaning schedule.
· Preparing and packing outgoing goods ensuring suitable packaging and marking.
· Completing necessary paperwork and system entry.
· Handling all enquiries from personnel within and outside the organisation in a pleasant and helpful manner.
· Other duties as assigned by the Inventory Coordinator.
Quality Improvement/Risk Management/Occupational Safety and Health 
· Participates in the Operational Plan, EQuIP Accreditation, Quality Improvement and Risk Management process.

· Participates in formulating appropriate safety, security and risk management strategies in the workplace for the protection and well being of staff and patients.

· Implements risk management and preventative measures whilst undertaking their role.

· Follows workplace procedures for hazard identification and risk control.

· Contributes to ensuring Occupational Safety and Health in the workplace.

· Participates in, contribute to, and implement quality improvement ideas and principles.

· Strive for the best possible outcomes on behalf of Mercy and its clients.

· Responsibly utilise resources

Team Participation

· Participate as a valued team member promoting and contributing to a supportive team environment.

· Build relationships foundered on trust and respect for every person.

Key Performance Indicators

Accept incoming goods on behalf of the organisation.
· Inspect all incoming goods for accuracy and damage.

· Reject inappropriate goods.

· Place inventory items in correct storage location.

· Rotate stock to ensure first in, first out (FIFO) (and/or nearest expiry date).

Accurate issue of goods upon receipt of correctly authorised documents.
· Ensure all out going goods is accompanied with the appropriate delivery documentation.

· Deliver goods accurately and in a timely manner.

Accurate replenishment of Imprest stock

· Requisition items based on usage requirements to achieve concurrence of stock.

· Pick stock accurately and in a timely manner.

· Pack goods neatly and ensure that sterile goods are carefully packed and stored to retain their integrity.

Maintain a safe and secure working environment in line with occupational health and safety requirements and health policy.

· Recognise, communicate and action occupational health and safety issues within the Hospital.

· Lift goods correctly and use appropriate lifting and delivery tools.

· Store goods in a safe manner.

Develop a professional working relationship with hospital personnel, working as a team to maintain a quality service.

· Work collaboratively and consultatively and communicate effectively with all customers.

Confidentiality

· Ensure that corporate and hospital policies are complied with at all times.  In particular, relating to confidential materials and equipment contract and pricing information.

Performance Review

All new employment agreements at Mercy Hospital are subject to a three (3) month Probationary Period.  Upon completion of this period, permanency of the appointment shall be assessed using the Mercy Hospital Performance Management and Review Tool.  Thereafter all employees are required to participate in the annual Performance Review process.

Selection Criteria

Skills and Relevant Experience
· Able to work unsupervised within established schedules, meet deadlines and access priorities.
· Able to perform basic mathematical calculations to determine and verify stock quantities, prices, volume of goods etc.

· Basic knowledge of warehouse principles and procedures.

· Basic computer skills with the ability to learn and operate specific supply related computer applications as part of the job.

· Able to count stock and reconcile with documentation.

Communication

· Must have legible hand writing.
· Must be able to communicate verbally in person and on the telephone with all personnel internal and external to the organisation.

Physical Activities/Work Environment

· Reach above head to retrieve stock.

· Push a trolley laden with goods to deliver stock.

· Lift and move furniture and equipment.

· Climb a ladder to store and retrieve materials.

Desirable

No specific qualifications required, but basic Store Person training and materials handling qualifications desirable.
	ACKNOWLEDGEMENT OF STAFF MEMBER

	I (Staff Member’s name) ………………………………………………… have read, understand and agree to work within the above position description.

Staff Member’s signature………………………………… Dated…………………………….




Date Compiled: 7.9.2000
Date Revised: 12.7.2005
Date Revised: 20.6.2006
Date Revised:  Sep 2009 

Date Revised:  April 2010

S:/HR/Position Descriptions/Master File/Supply Services/Storeperson 1/04/2010
4

