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Job Description

	Job Title:
	Delivery Driver / Store Person

	Reports to:
	Factory Manager

	Full or part-time role:
	Full time - 42.5 hours per week 
(plus overtime if required)

	Last updated:
	18/11/2024



In general, you will work as part of the team, being flexible in your approach to your work, fulfilling any reasonable request to do any task that arises and is within your capability. However, the information below provides details on the key indicators of effective performance in your role.

Overall, we ask our employees to deal with all aspects of the role professionally, in particular ensuring all matters are dealt with in an accurate and timely manner, whilst maintaining confidentiality and high customer service standards. The role holder should always make decisions that ensure compliance with the overarching company policies, procedures and ethos whilst remaining open to making suggestions for changes and improvements to the existing practices.

Overall responsibilities
· Checking, loading and safe and timely delivery of customer orders throughout the South West.
· Maintaining the vehicle and ensuring it is presentable, fit for purpose and fit to drive.
· Overall responsibility of monitoring deliveries into the warehouse, checking paperwork and storing items correctly.
· Review stock levels and report deficiencies to the Factory Manager.
· Understanding and complying with all Health & Safety procedures and road safety regulations and reporting any concerns to the line management. Health & Safety begins with the individual. 
Key areas of performance
The information below provides details on the key elements required for the role holder to perform effectively. 
· Undertaking all necessary checks, both daily and in advance of each journey, to ensure the vehicle is fit to drive. This includes checking tyres, lights, water, oil, Adblue exhaust fluid, and fuel level. Reporting any issues or defects immediately to the Technical Operations Manager.
· Cleaning the vehicle externally on a weekly basis and ensuring the cabin is kept clean and tidy at all times.
· Ensuring all straps are stored and wrapped correctly, suction lifts for the transportation of glass are stored correctly, and all are accounted for.
· Driving in a safe, reliable and courteous manner. 
· Abiding by the highway code and road safety laws at all times.
· Ensuring you are presentable and wearing uniform at all times, along with hi-vis jacket as and when required.
· Acting in an approachable, polite and respectful manner at all times and representing the company appropriately.
· Holding a valid, clean driving licence at all times and advising the Factory Manager of any issues which arise (such as loss/damage or expiry).
· Undertaking all necessary training and abiding by all Health and Safety rules, in order to complete each task in the safest manner possible.
· Collecting delivery notes from the office and ensuring all products listed are loaded and secured effectively by following the company processes and procedures.
· Obtaining the correct help for loading, referring to names listed on delivery notes. Ensuring products are moved safely, only by the correct people, both at ETA and on site.
· Ensuring delivery notes are signed by customers and returned to the office in a timely manner.
· Receiving goods inward from external suppliers, checking paperwork and reporting completed orders, damage / missing items to the Factory Manager as required.
· Unloading / unpacking deliveries and storing safely in appropriate zones.
· Reviewing stock levels and reporting deficiencies to the Factory Manager.
· Communicates ideas for improvements or any concerns to line manager as soon as possible through direct communication or the weekly team meeting, which is documented and shared with senior management.
· Understands and complies with all Health & Safety policies and procedures and reports any issues or queries immediately to the relevant manager or through the weekly team meeting, which is documented and shared with senior management.

Person specification

	
	Essential 
	Desirable

	Work-based competencies
	· Able to drive a visibility restricted vehicle in a safe and courteous manner regardless of time pressures or frustration with other drivers. 
· Able to understand and work to scheduled deadlines 
· Able to understand delivery notes and logically check off items
· Excellent attention to detail
· Able to follow detailed processes and procedures
· Able to interact effectively with a diverse range of people
· Basic ICT knowledge and application
· Good customer services and interaction skills

	· Understanding of how to load and unload a vehicle safely including lifting, balancing the weight of the load, correctly securing items etc. 
· Understanding of vehicle and road safety for a loaded vehicle.
· Understanding and appreciation of Health & Safety in a factory environment.


	Behavioural competencies
	· Organised
· Good communicator
· Self-motivated and able to work on own initiative
· Quality driven
· Reliable
· Team player
· Flexible 
· Proactive
· Solution rather than problem focussed
· Able to be assertive when necessary, e.g. being able to stop proceedings if there are H&S concerns on delivery etc.
· Contentious and safety orientated
	

	Qualifications & experience
	· Full, clean driving licence
· Previous experience of working in a similar sector
· Previous experience of interacting with customers

	· Understanding of the health and safety requirements of working with machinery
· Previous experience of working in a similar industry
· Previous experience working in a role which requires delivery driving and loading a vehicle
· Experience of using a Forklift

	Organisational fit
	· An open communicator that values feedback
	


	Special requirements
	· Over the age of 25 - to meet vehicle insurance stipulations. 
· Able to sustainably work in a physically demanding role which involves heavy lifting
· Able to independently lift up to 25kg
· Able to work effectively in a noisy environment and with changes in temperature
· Willing and able to wear all Personal Protective Equipment (PPE) and use other safety equipment required to meet H&S standards
	



Page 2 of 3

image1.png
EXETER
\ TRADE
4 ALUMINIUM




