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Job Description



	
Role Title: Warehouse/Distribution Van Driver


	
Reports to: Warehouse & Distribution Manager & Head of Retail


	
Responsibility for: Effectively supporting the Foundation’s Charity Shops and distribution facility in all day-to-day activities



	
Location: Sartori Warehouse and Distribution Centre, Snowdrop Lane, Haverfordwest


	KEY AIMS:

· To support the Head of Retail and the Warehouse Manager in providing a professional warehouse facility reflecting the Paul Sartori Foundation Hospice at Home Core Values
· To support the warehouse in the collection and distribution of stock across various locations
· Always ensure good customer service
· Ensure relevant policies and procedures are followed


	MAIN DUTIES:

· Coordinate the collection and delivery of items by driving the warehouse van to various locations (as instructed by the Warehouse Manager) and assist with the relevant disposal of unsold and unsaleable items
· Unload and load van with various items (items of furniture, boxes and bags)
· Assist with updating of relevant paperwork
· Liaise with Warehouse Manager and team to ensure an understanding of the warehouse and enhance its function to provide a first-class facility
· Work with the existing team to ensure a positive volunteer and staff teamwork ethic 
· Work as part of a team in all aspects of the warehouse functions 
· Support other areas of the charity to help promote and generate income
· Ensure relevant policies, procedures and guidelines are followed, with particular attention to Health & Safety, personal protection and manual handling
· To maintain good standards of housekeeping throughout the store
· To ensure that vehicles are well maintained and any issues reported to the Warehouse Manager
· To ensure and assist with general security of premises, stock and money
· To promote and create awareness of the Paul Sartori Foundation 
· To attend relevant meetings 
· To engage with others and promote the aims and services of the hospice at home service
· To carry out tasks as given from time to time by the Warehouse Manager and Head of Retail
· On occasions, to provide cover for the Warehouse Manager during days off/leave etc

OTHER ASPECTS
This role involves heavy lifting, and so a good level of fitness is required.  The successful applicant will have the responsibility to take reasonable care of self and others in relation to risk, health and safety and will be required to work within the appropriate policies and procedures.

This role is not exhaustive; it will be subject to periodic review and may be amended to meet the changing needs of the charity.
 

	
PERSON SPECIFICIATION


	
	ESSENTIAL

	DESIRABLE


	Knowledge
	County/Area
	Warehouse/retail industry
Charity industry


	Skills
	Customer service
Reliable
Basic numeracy and literacy
Time management
Integrity
Accuracy and attention to detail
Initiative
	Organisational
Welsh speaking
Self-motivated

	Experience
	Team working

	Working with volunteers
Driving large vans

	Qualifications
	Full clean driving licence
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