Thank you for the interest you have shown in the post of Driver for our new outlet at Hellaby Industrial Estate. There are 2 part time driving positions available and these posts will be playing a very important part in supplying and delivering stock to the outlet, and also customers.

You will be an ambassador for Bluebell Wood as you will meet different people every day and it is vital that every person you come into contact with is treated with courtesy and a friendly nature.

Please do note that, due to our insurance specifications, we can only accept applications from people aged 25 and over.

The outlet is not like our existing shops. It is more like a warehouse environment which does experience extreme seasonal fluctuations in temperature.
Bluebell Wood offers one to one care to local children who suffer from a complex range of life limiting conditions and emotional and physical support to the whole family.  We offer planned respite, emergency and end of life care at the hospice.  The planned respite allows the children to enjoy fun and stimulating activities, while their parents relax and take a break, often the first one they have had in years; emergency care provides a life-line for a range of family situations; end of life care means we can provide the best possible support in a safe and secure environment.

Bluebell Wood receives no statutory funding and we need to raise £3 million annually.

Timescales:

Deadline for your application is 9am Monday 20th February.

Shortlisted candidates will be notified by email by Tuesday 21st February.
Interviews will take place Friday 24th February. 
To apply, please complete the application form below in as much detail as you can and email it back to Sandra.hind@bluebellwood.org.  Title your email: “Driver, Hellaby”.  Remember that this is the only information we have for you, so please answer as fully as possible.  We will not be accepting C.V.s or applications that are not on our forms.  Please do not send in additional information as we will not be able to consider this.

If you have further questions please contact Sandra Hind at: Sandra.hind@bluebellwood.org or call 01909 517360
Yours sincerely

Heidi Megaughin

Retail Manager
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POST:



Driver

RATE OF PAY:
£6.23 per hour 

HOURS OF WORK:
17.5hrs per week Tuesday – Saturday (In time, shop trading days may be reviewed to meet trade demands)

LOCATION:


The role will be based at our site at Hellaby Industrial





Estate but the post holder will be required to travel around 





the region and to any of our other shops

RESPONSIBLE TO:

Shop Manager

JOB PURPOSE:
To deliver and collect goods from customers, and provide general assistance in the Bluebell Wood Children’s Hospice shop, in a framework of excellent customer service and health and safety.

SPECIFIC RESPONSIBILITIES


1. This is a manual role which will include moving bulky and heavy items of furniture eg. Sofas, wardrobes, on a daily basis.

2. Ensure that all van collections / deliveries are carried out in a timely and efficient manner, meeting the customers’ needs and adhering to the schedule.
3. Ensure that all collections are in a condition fit for sale and have fire labels where necessary, and that stock is handled and transported in a way that will not damage it and in accordance with health and safety regulations.
4. To act as an ambassador for Bluebell Wood at all times, reflecting the objectives and values and working with the best interests of the charity in mind at all times. 
5. To assist the shop team in any sales and merchandising when required, and help customers to load or unload furniture to and from their vehicles when on site.
6. Complete all paperwork, delivery and collection schedules and stock control sheets correctly and promptly.

7. To keep the van clean, tidy and safe at all times, carrying out weekly checks in accordance with BBW policy.

8. To promote Lottery ticket sales and encourage volunteers to maximise Lottery sales.

9. To actively promote the Gift Aid opportunity to all supporters and customers.

10. To inform the Shop Manager immediately of any incidents/accidents. 

11. To support the Fundraising department in any community organised events and promote where necessary.

GENERAL

12. It is expected that all employees will develop flexible working practices, to be able to meet the challenges and opportunities of working within this ever-developing charity. Therefore it is expected that all staff will be willing to undertake any other duties which may reasonably be requested by their line manager or appropriate superior.

13. Employees must be aware of the responsibilities placed on them by the Health and Safety at Work Act (1974) and its amendments and ensure that the agreed safety procedures are carried out to maintain a safe condition for their employees, staff, children and families, volunteers, contractors and any visitors to their work location. 

14. Bluebell Wood is committed to equal opportunities in employment.

15. All employees must observe Bluebell Wood Children’s Hospice’s No Smoking Policy.

PERSON SPECIFICATION

	CRITERIA
	STANDARD
	E or D
	MEASURED BY

	Qualifications Work Experience / Training
	Full clean driving license
	E
	Driving License

	 
	Good understanding of health and safety rules and regulations 
	D
	Interview

	
	Experience of driving a van or large vehicle
	E
	Application and interview

	Work Experience
	Experience of working as part of a team
	D
	Application, interview, references

	Skills/Knowledge
	Abililty to work on own initiative
	E
	Application, interview, references

	 
	Ability to communicate with staff and customers
	E
	Application, interview, references

	 
	Ability to manage priorities and time
	E
	Interview

	Personal Qualities
	Confident and assertive
	E
	Interview

	 
	Cheerful and positive attitude
	E
	Interview

	Other
	Legally entitled to work in this country
	E
	Application, interview, documentation check

	
	Due to BBW insurance particulars, the successful applicant must be aged 25 or above
	E
	Documentation check

	
	
	
	

	
	* Essential or Desirable
	
	


This job description outlines the duties required for the time being to indicate the level of responsibility. It is not a comprehensive or exclusive list and duties may be varied from time to time which do not change the general character of the job or the level of responsibility entailed. 
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Application for Employment
Application for the post of:
……………………………………………………………………………
Applicant Reference No (office use only): ...................................……………………………………
	Surname   …………………………….   First Name(s)   ……………………………………………….
Address     ………………………………………………………………………………………………..
                  …………………………………………………………………………….............................
                  ………………………………………………………………………………………………...
Where did you see this post advertised? ...........................................................................................


	Name and address of current or most recent employer


	Present Post:
Salary:
Date appointed:
Period of notice:

	Reason for leaving




Previous Employment

Previous posts in the last 10 years with the most recent shown first (ie the one immediately prior to the present post above)
	Employer’s Name and Address
	Post Held
	From
	To
	Reason for leaving

	
	
	
	
	


Education

	Name of School/college
	From 
	To 
	Subject 
	Qualification Gained
	Grade
	Year

	
	
	
	
	
	
	


	Other Relevant Training

	Subject(s):


	Date:


Membership of Professional Bodies

	Name of Professional Body
	Grade/Status
	Expiry Date

	
	
	


Supporting Statement
	Please give a brief summary of any experience and training which you feel is relevant to the post. A CV or supplementary information will not be considered when shortlisting. Please read the application pack carefully as the information you give us will be matched against the Person Specification. 
Please continue on a separate sheet if necessary


Please give the names of two referees who may be contacted, the first one should be your current or most recent employer.

	(Tick in  box if you do not wish your employer to be contacted before an offer of employment is made)                                (
	

	Name

Address

Phone no.


	Name

Address

Phone no.




Personal Details

	National Insurance number 

	

	Telephone number


	

	Mobile phone number


	

	Email address


	

	Emergency contact name and number 


	


Criminal Convictions

	Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975

Due to the nature of the service we provide, Bluebell Wood is exempt from the provisions of the Rehabilitation of Offenders Act1974 by virtue of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975.

Applicants are not entitled to withhold any information about convictions, cautions, warnings and reprimands for which any other purposes are spent under the provisions of the Act. Any information supplied will be treated in the strictest of confidence and will be considered only in relevance to an application for positions to which the Rehabilitation of Offenders Act 1974 (exemptions) Order 1975 applies.  

All applicants who are offered employment will be subject to a criminal records check from the Criminal Records Bureau before the appointment is confirmed. This will include details of cautions, reprimands or final warnings, as well as convictions. Bluebell Wood abides by the CRB Code of Practise, which means any conviction disclosure would not necessarily be a bar to employment, but failure to disclose information relating to any convictions etc. could lead to withdrawal of an offer of employment.

Have you ever received a criminal conviction, caution, warning, reprimand or bind-over? .........

If so, please give details: ..............................................................................................................................................................................................................................................................................................................................................................................................................................................................................
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EQUAL OPPORTUNITIES MONITORING FORM

At Bluebell Wood Children’s Hospice we aim to eliminate direct or indirect discrimination on grounds, as covered by the Equality Act 2010, of sex, sexual orientation, marital status, colour, race, nationality, ethnic or national origin, creed, religious belief, age or disability.

Please could you take a few moments to complete this form.  The information is used solely for monitoring purposes and is separated from the rest of the application form before the interview.

Applicant Reference No: ___________________

PLEASE PLACE A “X” IN THE APPROPRIATE SECTION
GENDER

	Are you?
	Male:
	Female:


	Does your gender differ from your birth sex?
	Yes
	No


AGE

	What is your age group?
	Under 25
	
	25 - 34
	
	35 - 44
	

	
	45 - 54
	
	55 - 64
	
	65 or over
	


DISABILITY

	Do you consider that you have a disability?
	Yes
	No


According to the Equality Act 2010 a person has a disability if they have a physical or mental impairment and the impairment has a substantial and long-term adverse effect on their ability to perform normal day-to-day activities.
	If invited for interview, do you have any special 

requirements eg, wheelchair access?
	Yes
	No


RELATIONSHIP STATUS

	Are you?
	Single
	
	Married
	
	Civil partner
	


ETHNICITY

	Asian or Asian British
	Black or Black British

	Bangladeshi
	
	African
	

	Indian
	
	Caribbean
	

	Pakistani
	
	Any other black background
	

	Any other Asian background
	
	
	

	

	Mixed
	White

	White and Asian
	
	British
	

	White and Black African
	
	Irish
	

	White and Black Caribbean
	
	Any other white background
	

	Any other mixed background
	
	
	

	

	Other Ethnic Group

	Chinese
	

	Any other ethnic group
	


RELIGION OR BELIEF: How would you describe your religion?
	Buddhist
	
	Jewish
	
	Christian
	
	Muslim
	

	Hindu
	
	Seikh
	
	None
	
	Other
	


SEXUAL ORIENTATION: Are you?
	Bisexual
	
	Gay
	
	Heterosexual
	
	Lesbian
	


Thank you for completing this form







