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Job Description

	1. POST DETAILS

	Service Area:  
	Community Services

	Division: 
	Meals At Home

	Post Number:
	E1175

	Working Hours:  
	0.24 FTE, 9 hours per week over 2 days (Saturday, Sunday and bank holidays)

	Grade: 
	4 (£5,654 - £5,823 + £20 shift allowance for weekends and bank holidays)

	Work Base:  

Agile/fixed/mobile:

	Surrey Heath House 

Mobile

	Prepared/Agreed by:
	Aline Poulter

	Date:
	22/05/2025



	2. ORGANISATIONAL RELATIONSHIPS

	Reports to:
	Community Meals Senior Driver (SHBC) 
Community Transport/Community Meals Supervisor

	Deputising Responsibility:
	0

	Directly Supervises:
	0

	Indirectly Supervises:
	0



	3. JOB AIM AND PURPOSE (What is the job trying to do?)

· To deliver meals to clients in a safe a friendly way, from a pre-determined route and within the appropriate time window
· To undertake welfare checks on vulnerable service users, reporting any deterioration or concerns relating to their health and wellbeing 




	4. MAIN OBJECTIVES 
· [bookmark: _Hlk187324085]To deliver a hot meal service to service users, within the agreed delivery window, following a prescribed route
· To check temperature of meals as directed and ensure deliveries are completed in accordance with food hygiene standards 
· To undertake welfare check in’s with service users and report any concerns relating to individual health and wellbeing to service manager, or immediately contacting emergency services if required
· To be able to undertake each of the four rounds to flexibly support the service as required 
· Ensure each service user receives their allocated meal as per their personal menu choices
· To prepare tea packs for delivery with the Community Meals.
· Drive a Council owned and branded vehicle to a professional standard whilst representing the council, and in accordance with all road traffic legislation
· To follow all Safeguarding Procedures, including reporting any concerns for service users welfare


  

	5. MAIN DUTIES AND RESPONSILBITIES OF THE POST

[bookmark: _Hlk187324092]Delivery:
· Load meals to vehicles in advance of service delivery, cross referencing with personalised menu choices
· To deliver meals to customers within the appropriate time window
· To check the temperature of meals at pre-determined times.
· To be able to undertake all delivery rounds
· To wear identification at all times that can be presented to clients and others upon request

Customer Care:
· To display a caring, courteous and empathetic approach when delivering services
· To establish a rapport with service users
· Effectively communicate with both customer and supervisor during service delivery
· To immediately report any “no replies” to the Supervisor to enable follow up welfare checks to take place.
· To complete welfare checks when attending service user properties and report any concerns with individual customers to Supervisor.

Vehicle:
· Ensure vehicle interior & exterior is kept in a clean and presentable condition
· To carry out daily vehicle checks to ensure roadworthiness and report any defects or damage identified.
· To drive in a responsible manner at all times and in accordance with road traffic legislation

Additional:
· To ensure customers receive regular advice regarding Food Safety
· To be prepared to undertake training as appropriate
· To assist in the event of a Civil Emergency
· To provide a caring and courteous service to all service users.
· To establish a rapport based on empathy with the service users and create two-way communication with both the client and Senior Driver
· To follow all Safeguarding Procedures, including reporting any concerns for service users welfare 
· To follow all cleaning procedures, including maintaining a high standard of cleanliness to vehicle and ovens.
· To carry out checks as outlined in the Vehicle Maintenance Log Book. This includes reporting any damage or faults. 
· Ensure Clients are regularly advised of and food safety issues.
· Be aware of SHBC/RBC procedures and ensure these are followed at all times.
· Be prepared to undertake training, as appropriate for the role 
· To cover weekends and Bank Holidays when required 
· To assist in the event of a Civil emergency


	



	General
The above is a record of the main duties and responsibilities of this post at a given date. The job may naturally change to meet the requirements of the service. If the changes are more significant your manager will discuss this with you.



The delivery of this job description should be read in conjunction with the council’s competency framework. 












Person Specification
Please indicate whether the criteria are assessed against the application form, interview or assessment by using the letter indicated in the columns to the right.

	
	
Method of Assessment

	
	Essential (E) or Desirable (D)
	Application Form (AF)
	Interview (I)/ Assessment (A)

	Knowledge

	Experience of dealing with people in a working environment
	E
	a
	a

	Skills and Experience

	Clear verbal communication
	E
	a
	a

	Literate
	E
	a
	

	Numerate
	E
	a
	

	Training and Qualifications

	First Aid Qualification (1 day)
	E
	a
	

	Manual Handling
	E
	a
	

	Food Safety
	E
	a
	

	Full UK driving Licence
	E
	a
	

	Other Requirements

	Ages 21 or over (insurance requirement)
	E
	a
	

	Prepare to undertake training which may involve being available for a whole day.
	E
	a
	

	Full UK driving licence
	E
	a
	

	Able to cope with several flights of stairs and get in and out of a vehicle frequently within a short space of time.
	E
	a
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