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Job Description
Date		 
[bookmark: _GoBack]Position	Nightshift Dispatch Loader
Reports to	Nightshift Manager/Operations Manager
___________________________________________________________
Company Vision

“We will be the very best foodservice distributor by being innovative and responsive to the interest and continued success of our customers, which in turn will provide for the success of our co-workers, suppliers and community”
Overview 
The primary responsibility of this role is to deliver excellent Customer Service through the smooth running of the despatch department with specific focus in the following areas:

· Ensure all runs completed efficiently and accurately, with focus on Customer Service 
· On time dispatch of trucks
· Liaison with warehouse teams to ensure trucks are quickly and accurately loaded
· Preparation of documentation for all runs
· In conjunction with the Despatch Manager, ongoing improvements of the despatch operations
· Supervise and coordinate a team directly under your control to ensure duties are performed to a high standard

Key Responsibilities 
· Be the co-ordination point between the Nightshift and Drivers.
· Ensure delivery runs are loaded in a logical order that balances customer requirements with efficiency. Follow the run sequence as best possible practise.
· Ensure deliveries are loaded accurately and on time to ensure a fast turn around of trucks – trucks are loaded and parked safely ready for the run to begin.
· Daily running of open orders report to ensure no orders go undelivered.
· Ensure all invoices requiring amendment have been completed, including weight adjustments for random weight products.
· Run consolidated in the event of a quiet day,
· Allocate deliveries to drivers, to balance workload and meet customer requirements
· Advise CSR/Office and Produce manager/warehouse manager of product not found and substitute if possible
· Drive on delivery run if required – Only in emergency
· Ensure drivers take invoices and run sheets.
· Re-invoice product for next deliveries if required.
· Reassign drivers if needed.
· Arrange to have trucks parked correctly and in the correct bay for the next day loading.
· Ensure all vehicle keys and fuel cards are available for the runs.

General
•	Assist other staff with other sundry duties as directed by your manager.
•	Maintain a high standard of dress and grooming to represent a professional company image to visitors

Compliance
· Be familiar with and comply with all policies outlined in Bidfood’s Food Safety and Health & Safety policies and Bidfood’s Employee Handbook
· On a daily basis, monitor that Personal Protective Equipment (PPE) is being used
· Monitor that daily truck safety checks are performed before use. Advise Operations Manager/Fixed asset manager of any damaged or faulty equipment immediately
· Perform and record health and safety training for new employees in addition to refresher training for existing employees you supervise
· Ensure that the H&S supervisor is advised of any new accidents, incidents or hazards identified immediately. Report any employee health and safety concerns to the H&S supervisor.
· Ensure all personal accidents or near misses are reported and investigated in the correct manner and period

Key Performance Indicators
•	Management of staff – training – attendance – job performance
On time loading of trucks
Accurate and full completion of loading, including missing product/damaged product. 
•	Compliance with Food Safety and Health & Safety requirements
•	Continuity of Health and Safety checks and training


I accept this position and its accountabilities and I agree to use the systems, to meet the standards and to produce the stated outcome.

Employee Name: 	_______________________________________________

Employee signature:	 ________________________________________________			
Date: 			________________________________________________
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