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VOLUNTEER POSITION DESCRIPTION
	Position Title:

	Meet and Greet    

	Department:
	Intensive Care Unit

	Hours of Work:          
	As Rostered

	Accountability:
	Volunteer Services Coordinator

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

· Adherence to hospital policies and procedures

	Reports to:  
	Department Manager

	Review:
	Three months post appointment and annually thereafter.  Discussion and review by Raphael Centre Manager.

	ST JOHN OF GOD HEALTH CARE 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.

1.  Position Purpose:
To deliver a high standard of customer service by assisting visitors and families under the direction of the Manager.
2.  Position Requirements
2.1  Mission

· 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 (refer to handbook)
· Caregivers are required to act in accordance with the standards of behaviour outlined in the SJGHC Code of Conduct document.(refer to handbook)
2.2 Duties and responsibilities:
•   Welcome all visitors to the Unit in a warm and courteous manner

· Offer visitors hospitality whilst waiting

· Carry out appropriate administrative tasks within skill range and experience as directed by the Unit Receptionist or Volunteer Services Coordinator.     
Please remember this role can expose you to sensitive information which is private and confidential; repeating any private and confidential information is in breach of the Privacy Act and can result in disciplinary action and or dismissal.

2.3   Responsibilities of Volunteering

· Registers entrance and departure from the Centre
· Wear photo ID badge and uniform for easy identification of your role
· Informs the Departmental Manager when unable to meet commitment

· Reliability and accountability

· Respect and maintain strict confidentiality

· Ask for support as required
· Carry out the work you have agreed to professionally
· Attend relevant training  and meetings
2.4 Physical Demands:
Walking, standing, sitting on floor, lifting young children, playing with young children, nursing infants & toddlers.

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

4.   Communication:
· Communicate effectively with all customers using the appropriate channels, utilising appropriate formal and informal channels of communication. 
· Informs the Unit Manager, Volunteer Co-ordinator or Director of Mission of any problems encountered whilst on duty.

5.   Quality and Risk
· Participate in, contribute to and implement quality improvement and risk management into all aspects of service
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.
Dress Code

Neat and clean day wear e.g. dress pants, shirt, skirt, comfortable closed in shoes.

If wearing perfume ensure that it is light as some people may be affected by strong fragrant.

To meet Infection Control standards - do not wear jewelry below the elbow e.g. Bracelets, rings, wrist watch.

7. Environment
The caregiver, recognising St John of God Health Care commitment to the responsible environmental stewardship, will support the organisational environmental goals in performance of all duties.
Selection Criteria:

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 customer service.

· Excellent communication and interpersonal skills  

· Ability to prioritise

· Flexibility and reliability

Desired Criteria

· Volunteer experience

· Customer Service Experience

I,
 
the undersigned, understand 
                        Please print name
the 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, Feb 2014, March 2015, July 2017
Next Review

July 2019
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