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VOLUNTEER POSITION DESCRIPTION
	Position:
	Café  Support

	Department:
	Café  


	Hours of Duty:
	11am – 2pm 


	Accountability:
	Volunteer Co-ordinator

	Reports to:
	Café Team Leader


	Terms and Conditions:
	· Regulations as set out in the St John of God Hospital Geelong Volunteer Handbook

· Adherence to hospital policies and procedures



	Performance Review:
	Within 3 months post appointment and annually thereafter with the Volunteer Co-ordinator.

	Purpose of Position:
	To deliver a high standard of service to patients, families, Caregivers and visitors within the café area.


	Personal Attributes:
	Must demonstrate an approach to others, which reflects the five core values - Hospitality, Compassion, Respect, Justice and Excellence.



	Duties Associated with Key Result Areas:

1. Mission and Values:
Our vision is to bring healing to people through services that are caring, comforting and affirming and give them a reason to hope and a greater sense of their own dignity. 
Our organisational culture reflects our values of Hospitality, Compassion, Respect, Justice and Excellence.
Importantly because the whole of the organisation is concerned with caring for or supporting people, those associated with the provision of services, at all levels, are considered to be "Caregivers".  
Caregivers are expected to uphold the five values, treating each other and those they serve with respect and dignity in support of our vision.

Requirements
• Capacity to understand and willingness to support and promote the Mission and Values of St John of God Health Care
• Commitment to organisation’s service ethos through the provision of excellent service
• Caregivers are required to act in accordance with the standards of behaviour outlined in the SJGHC Code of Conduct document.
2. Quality/Customer Focus:

· Contributes to and is involved in Quality Activities as required.

· Ensures the needs of patients, caregivers and visitors receive the highest priority with the objective being to exceed their expectation
3. Duties and responsibilities:
FOOD HANDLING IS NOT PERMITTED UNLESS YOU HOLD A RESPONSIBLE HANDLING OF FOOD CERTIFICATE.
Duties
· Report to Café Team leader
· Clear & wipe tables as required.

· Wash dishes manually or via industrial dishwasher
· Assist in tray service area

· Restock sugar, salt and pepper and serviettes on tables as required

· Sweep and or mop floor as required and when safe to do so using hazard signage.
· Deliver lunch orders as requested.
Responsibilities
· Actively participates in the implementation of a safe food environment.
· Carries out safe food handling techniques
· Ensure a high standard of personal hygiene at all times while working in the catering area.
· Report in the first instance to the Team Leader in the matters concerning attendance, grievances, difficulties and concerns.
· Work with all caregiver in maintaining cleanliness of working areas.
4.    Professional and Personal Development:
· Maintains knowledge relevant to role

· Assists in the orientation of new Volunteers as requested

· Attend in-service and education sessions in response to identified needs
· Be familiar with and adhere to relevant Hospital Policies and specific Volunteer Guidelines and information.
5. Communication:
Communicate effectively with all customers using the appropriate channels, utilising appropriate formal and informal channels of communication. 
· Informs the Café Team Leader, Volunteer Co-ordinator or Director of Mission of any problems encountered whilst on duty.

6.  Occupational Health and Safety:
    •
Follow all Standard Operating Procedures in their workplace;

    •
Take reasonable care of self and others;

    •
Not to interfere, bypass or misuse any system or equipment provided for
         health, safety and welfare purposes;

    •
Take all actions to avoid, eliminate or minimize hazards;

    •
Seek information on any work they undertake and be aware of the risks and 
         hazards associated with their work;

    •
Report all incidents / hazards / injuries;

    •
Assist in completion of incidents / hazards / injuries reports;

    •
Participate in the documentation of Risk Assessments and Standard Operating

         Procedures for activities that could pose a OHS risk;

    •
Raise OHS issues with Team Leader and take part in OHS consultative  

         arrangements;

    •
Use Personal Protective Equipment as required and directed;

    •
Attend all mandatory and recommended OHS training;

    •
Promote a positive safety culture within their areas by demonstrating a 
         positive commitment to OHS.
This role has the authority to:
· Stop any hazardous activity within their workplace;

· Report any incidents / hazards within their workplace.


	7.  General Responsibilities:
· Registers entrance and departure from the Hospital using sing in/sign out book 
· Check communication tray/book  for information
· Informs Dept Manager when unable to meet daily commitment

· Reliability and accountability

· Respect and maintain strict confidentiality

· Actions are aligned to the specified Position description and duties

· Ask for support as required

· Promote and contribute to a supportive  team environment
· Carry out the work you have agreed to responsibly and ethically

· Give notice in writing when resigning from the Volunteer Services
8. Infection Management
· Be aware of the caregiver vaccination program and immunisation recommendations.
· Identifies infection risks, informs Team Leader and participates in appropriate action.
Physical demands of position include;
Manual handling activities which include the movements of bending, stretching, reaching, pushing, pulling, lifting & walking

Safety Procedures should be adopted for all work practices
Equal Opportunity, Harassment and Workplace Bullying Awareness

Every Caregiver/Volunteer is responsible for his/her own actions and must ensure he/she does not bully nor covertly nor overtly discriminate against anyone.  Failure to do this can result in facing disciplinary action and possibly a court of law for breaching the requirements of the Act.  Penalties for such behaviour can result in dismissal and or heavy fines imposed by the EO Commission.

Dress Code

Neat and clean black dress pants, black shirt, black t-shirt with sleeves. Comfortable black shoes.



	Selection Criteria:

1. Essential Criteria
· A strong commitment to the St John of God Health Care Mission and Culture.

· Thorough understanding of Privacy & Confidentiality
· Ability to deliver exceptional hospitality and support
· Excellent communication and interpersonal skills  
· Ability to prioritise  
· Demonstrated ability to work unsupervised.

· Flexibility and reliability
· Available  to work  3 - 5 hrs per week

· Personal presentation must be neat and clean. 
2. Desired Criteria

· Volunteer experience
· Food Service Experience

· Responsible handling of food certificate. 



	I,
 
the undersigned, understand the 


Please print name

content and accept the duties and responsibilities of this position description.

Caregiver's Signature:
 Date:




	Created:
	June 2006 

	Date of Reviews                    
	June2008, July 2011, July 2013
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