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JOB DESCRIPTION


Job Title: 


Warehouse Operative - Stores/Cold store/Despatch
Reporting to:


Warehouse Manager
Cover when Required:
To suit the needs of the business: - e.g. Weekly, Monthly, Yearly stock 

                                                                                                               checks
Principle Objectives:
Working as a Warehouse Operative within Joseph Robertson you will be responsible under guidance to help maintain and monitor the effective and efficient running of warehouse operations through Access.  You will be accountable for the following areas:
Main Responsibilities: 
                                          Stock & Inventory Control

· Maintenance of Stock Control systems thereby providing accurate and                        timely information from all internal and external stock holding areas.  
· Manage the locations of stock within the stores area

· Be able to locate items of stock in the stores area
· Ensure proper use of hand held guns and all transactions are inputted accurately 
Goods Inward

· Timely acceptance of all intake goods

· Checks on all intake documentation

· Accessing and Printing of Goods Inward Documentation from IT system

· Timely distribution of documentation to relevant departments

· Technical checks/paperwork as required

Dispatch

· Timely and accurate despatch of all outgoing goods

· Accessing and Printing of Despatch Documentation from IT system

· Timely distribution of documentation to relevant departments
· Technical checks/paper work as required

Cold Store, Dry Goods Store & Yard Area
· Ensure stock is stored in correct locations 

· Ensure correct stock rotation

· Ensure intake stock is stowed in shortest possible time

· Provide accurate weekly stock figures

· Technical checks/paper work as required

IT & Systems

· Ensure that the following are entered in real time to the company IT system:

· Stocktakes

· Intakes

· Movements
General 
· Technical checks/paper work as required

· Ensure all equipment is used as it is intended and report to line manager when any maintenance is required

· Any reasonable duties requested by the Company within the perimeter of the Company Policy and Procedure and Health and Safety Guidelines.

I certify that although the above is not exhaustive, the information contained within the Job Description is consistent and reflects my current role. 
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