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	Job Title:
	Ambulance Care Assistant (ACA) 


	Reporting to:
	NEPTS Team Leader / Duty Officer

	
	

	Job Purpose: 
	Transport low dependency, non-emergency patients in a caring and compassionate manner. 
Ensure patients arrive in good time for medical appointments in line with Service Key Performance Indicators. Undertake administrative tasks to ensure that all NEPTS bookings and enquiries are dealt with in a polite, efficient and timely manner.


	[bookmark: _Hlk73026320]KEY RESPONSIBILITIES

	· To safely transport patients by operating service vehicles in a competent and responsible manner, adhering to all traffic laws, health and safety requirements, and relevant Service procedures.

· The safety of patients, yourself, work colleagues and others, by always using appropriate equipment and moving and handling techniques.

· Communicate with patients, relatives, work colleagues, other health care professionals and members of the public in a calm, caring and professional manner, treating them with dignity and respect at all times.

· To take bookings for non-emergency patient transfers and administer and organise the daily work schedule, ensuring that bookings accepted are in accordance with the NEPTS eligibility criteria.

· The recording of daily statistical information in relation to your work.

· To ensure that patient confidentiality is maintained at all times.

· To undertake appropriate dynamic risk assessments in accordance with Service Procedures, having due regard for the health and safety of yourself and others.

· To identify the need to request additional support, appropriate to the circumstances, when necessary.




	
YOU WILL

	
· Use all Service equipment, facilities, vehicles and premises in an effective and safe manner, reporting faults breakdowns and accidents promptly in accordance with Service Procedures; 

· Maintain skills and competencies required by the ACA scope of practice and undertake all statutory and mandatory training commensurate with this role;

· Provide support and assistance to colleagues as appropriate to the role including mentoring, supervision and support to less experienced colleagues including trainees;

· Be able to respond as a first responder to appropriate incidents within the ACA scope of practice;
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	YOU WILL

	· Assist and support colleagues to ensure station security, cleanliness and the availability of vehicles, equipment and supplies and to assist in other station duties as required i.e.: 

· Cleaning vehicles and equipment, paying particular attention to infection control;
· Replenishing, restocking and replacing items on station and vehicles; 
· Decontaminating equipment;
· Completing paperwork e.g. case sheets, incident reports, Police Statements etc;
· Record promptly and in accordance with Service Procedures any accident / incident in which you are involved in whilst on duty;
· Reporting any faults or breakdowns and completing the appropriate records.

· Maintain the confidentiality of information about patients, employees and other health service business in accordance with the Service’s Procedures. Individuals must not, without prior permission, disclose any information regarding patients or colleagues;

· The post holder will be required to attend Major Incident exercises as required;

· Have a personal obligation to adhere to current guidance on methods to reduce healthcare-associated infections.  Post holders must be familiar with the Service’s ‘Infection Prevention and Control’ Policy, including those which apply to their duties such as hand decontamination and personal protective equipment.

· Ensure the safeguarding of children and vulnerable adults in the course of their daily duties and they must be aware of the specific duties relating to their role and the reporting requirements for safeguarding;

· The post holder has a responsibility to ensure that the Service’s Health and Safety policies and procedures are complied with to maintain a safe working environment for their team, patients, visitors and employees. All employees have a duty to protect their own health and safety and that of other persons who may be affected by their acts or omissions.

· All employees and volunteers have a responsibility to highlight any potentially discriminatory practice to their Line Manager, Duty Officer, Human Resources, Senior Officer or Union Representative.  The Service recognises the need for a diverse workforce and is committed to Equal Opportunities in employment and seeks to eliminate unlawful racial, age, sexual or disability discrimination, to promote equality of opportunity and good relations between employees and clients of differing groups;

· The Service is committed to supporting the development of all employees. All employees have a responsibility to participate in regular 1:2:1 meetings with their line manager. As part of the development review process employees have joint responsibility with their line manager to identify any learning and development needs in order to meet agreed performance standards;

· All employees are expected to act in accordance with the Service’s Code of Conduct and to ensure their colleagues adhere to these standards;

· The hours of duty will be determined by the requirements of the post and require flexibility on the part of the post-holder and will average 38 hours per week.

This job description is a broad outline only, allowing for scope, development and job satisfaction.  A review of the portfolio of responsibilities may take place at any time, but specifically at yearly intervals.
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[image: ]Person Specification – Ambulance Care Assistant
This is a specification of the essential and desirable requirements to effectively carry out the duties and responsibilities of the post (as outlined in the Job Description) and forms the basis for selection.

	[bookmark: _Hlk59463747]Requirements
	Essential
	Desirable

	Education and Qualifications

	First Aid and Basic Life Support (BLS) qualifications (including AED), or willingness to obtain. 
	
	

	Full manual B category driving licence with no endorsements held for at least 12 months. 
	
	

	Category C1 or D1 driving licence, or willingness to obtain. 
	
	

	Experience

	Working both independently and within a team.
	
	

	Skills, knowledge and abilities

	Excellent interpersonal skills with ability to communicate effectively at all levels.
	
	

	A genuine commitment to caring for others. 
	
	

	Ability to manage own work with minimal supervision.
	
	

	A patient focused outlook.
	
	

	Good organisational skills and the ability to produce accurate records.
	
	

	IT literacy skills including Outlook, Word and Excel or willingness to learn.
	
	

	Ability to develop and adapt to change.
	
	

	Respects and applies patent dignity and confidentiality at all times.
	
	

	Understanding of vehicle and road safety issues.
	
	

	A flexible approach to work to cover core service hours on rotation with NEPTS team, this may require occasional weekend and public holiday cover as required.
	
	

	Excellent interpersonal skills with ability to communicate effectively at all levels.
	
	

	A genuine commitment to caring for others. 
	
	

	Ability to manage own work with minimal supervision.
	
	

	Pre-employment requirements

	Willing to receive the necessary vaccinations as required by the Occupational Health Authority for operating in this Health Care role (including annual ‘flu vaccinations).
	
	

	Able to pass pre-employment medical screening via Occupational Health.
	
	

	Fitness to carry out moving and handling of patients and equipment.
	
	

	Satisfactory completion of an Enhanced DBS check (adult and child).
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	This Job Description is intended as an outline indicator of general areas of activity and will be amended in light of the changing needs of St John Ambulance and Rescue Service. It is expected that the post holder will be as positive and flexible as possible in using this document as a framework.

	Initials: 
KJF (Reviewed by DDLM)
	Date of preparation: 
February 2025 / Reviewed Feb 2026
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