JOB DESCRIPTION

	Job Title
	Salary
	Post No.

	Test Centre Coordinator
	£30,585
	


	Responsible To
	Company

	Test Centre Team Leader
	Waltham Forest Services Ltd


	Responsible for:

	No staff or supervision responsibilities



	Job Purpose


To advise and signpost residents requiring a Covid-19 test. To support the smooth operation of the test centre which will include registering residents, providing advice and information on the testing process, distributing and collecting test kits and processing and recording the results.

To support the Team Leader on a range of activities and providing administrative and project support.
	Key Accountabilities:
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	To provide the highest level of customer care and act as the first point of contact to residents attending the test centre
To respond to issues and problems arising in a calm and professional way
Carry out all duties and responsibilities with reasonable care for the health and safety of self and others and report any potential hazards or unsafe practices to line manager.

Greet residents as they arrive at the test centre
Register all test centre attendees and provide them with clear instructions on the testing process, sign posting them to the correct privacy booth
Help maintain social distancing by maintaining orderly entrance and exit from site
Process the swab (tests are self administered ) and complete the validation of the loading of the sample onto the cartridge
Oversee the testing of the swab (the tests are self administered so you will not be performing the actual test)
Provide clear instructions on how to administer the test
Where necessary, provide support in cleaning the booths in between tests
To support the team leader in all test centre related activities as identified during the lifecycle of the project
To act in accordance with all policies and procedures and to maintain the highest level of professionalism at all times
Monitor and coordinate test subjects to maintain an orderly flow

Must be able to travel around the borough

Staff to work flexibly performing a range of duties to maintain the smooth running of the testing centres


	
	


Health & Safety

The postholder is required to comply with all Health & Safety at work policies, procedures and guidelines which form part of this job description.  The postholder must look after their own health, safety and welfare and be mindful of other persons who may be affected by their acts and ensure the correct protective personal equipment (PPE) is worn by all staff where needed. Employees must co-operate and comply with management instructions regarding Health and Safety issues and report all accidents, incidents and problems as soon as practicable to their line manager or other manager.

Equality and Diversity

The postholder is required to actively promote diversity in the workplace.  It is the duty of the postholder not to act in a prejudicial or discriminatory manner towards employees or resident. The postholder should counteract such practice or behaviour by challenging or reporting it.

Safeguarding

Waltham Forest Services Ltd is committed to safeguarding and promoting the welfare of vulnerable adults. Safe recruitment of staff is central to this commitment, and Waltham Forest Services Ltd will ensure that its recruitment policies and practices are robust, and that selection procedures prevent unsuitable people from gaining access to vulnerable adults.  

All staff working with Vulnerable Adults should be aware of, and share the commitment to safeguarding and promoting the welfare of vulnerable adults when applying for posts at Waltham Forest services Ltd. 
PERSON SPECIFICATION
Job Title: Test Centre Coordinator
Salary: £30,585
	Requirements
	Essential/Desirable

	
	Interview/
Application
	Essential/

Desirable
	

	Education and experience
	Both

Both

Both

Both

Both


	Essential

Essential

Essential

Essential

Essential


	· Previous experience of working in a customer care/service setting managing a high level of footfall
· Experience of capturing and administrating sensitive data
· Ability to work in a pressurised environment and able to keep calm when responding to 

· Ability to respond to changing priorities quickly and effectively

	Knowledge, skills and abilities
	Both
Both

App

Both

App

App

Both
	Essential
Essential

Essential

Essential

Essential

Essential

Essential
	· Customer care
· Ability to manage high volumes of data 
· Ability to use Microsoft Word and Excel 
· Ability to ensure that services are delivered within an Equal Opportunities/Diversity framework. 
· Ability to ensure that Waltham Forest Services Ltd Health & Safety, Customer Care and Communications policies are understood and applied as appropriate for this job level. 
· Ability to cover Out Of Hours Services

	Additional Requirements
	App
App
	Essential
Essential
	· Need to work flexibility, including, weekends and evening and occasionally with short notice
· Able to travel across the borough
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