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Job Description
		
Position	Team Leader – Warehouse Dry Store 
	
Reports to			Operations Manager / Assistant Operations Manager

Hours of Work			Tuesday – Saturday 6.30am – 4pm

Responsible for			Warehouse Dry Store 
 
[bookmark: _GoBack]

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”

Key Responsibilities 

The roles key responsibility is to manage the daily productivity of staff in the Warehouse Dry Store Department and any additional responsibilities as directed by your Head of Department (HOD).


Primary Objectives  

To manage the dry store department ensuring that Warehouse Management Protocols are followed 
to maintain accuracy, staff are productive and working in a safe methodical manner building 
a culture of inclusion and teamwork.

Manage all Dry Store employee needs, including; 

Ensure that all stock is managed efficiently, including; 
· Ensure that stock is rotated on a first in first out basis
· Ensure all pick faces are stocked as per WMS level requirements.
· Advise Stock Controller of any discrepancies as they arise
· Ensure returned stock is placed in the correct location each morning, with all damage’s isolated and located in the damaged staging location in WMS on RF gun for stock controller to sort.
· Assist with the conduct of company stock-takes when required
· Assist with investigations to locate missing stock when required
· Ensure that the short dated and expired stock list is completed monthly

Manage Inwards Goods as follows;
· Complete weekly random checks for the following; 
· All inwards are scanned and labelled as required, Mixed pallets are broken down and scanned in.
· Bulk pallets are safely shrink wrapped and labelled if following WMS protocols. 
· Monitor that all inwards goods are recorded using the WMS as per branch procedures.  This means completing and / or overseeing the receipting of all inwards goods in a timely manner. 



Monitor Equipment, including;
· Ensure fork hoist and reach inspections are completed daily by the initial driver and signed off
· Report any warehouse racking that is not in optimal condition
· Report ladders, trolleys and pallet jacks which are not in correct working order and arrange for repairs with your HOD and / or relevant persons
· Report broken pallets to your HOD and remove the pallets from the warehouse immediately as requested by your HOD 

Health & Safety

Under the Health and Safety at Work Act 2015 you are obliged to:
· Take reasonable care of your own health and safety, including reasonable care that others are not harmed by something you do or don’t do.
· Follow reasonable health and safety instructions given by anyone at Bidfood, as far as you are reasonably able to.
· Cooperate with any reasonable Bidfood business policy or procedure relating to the workplace’s health and safety. 
· Ensure that all accidents, injuries near misses or hazards that occur at work or that affect your work are reported as soon as possible to your Manager or branch Health and Safety Coordinator. 

Food Safety
· Bidfood has a HACCP based Food Control Plan (FCP), developed to meet the legal requirements of the Food Act 2014 and other Food Safety requirements
· You are responsible for following Bidfood’s Food Safety requirements under the FCP.  Please see the branch Food Safety coordinator for a copy of the FCP.

You must immediately report irregularities or non-conformances using the standard operating procedure defined in the FCP.



Key Performance Indicators

Your individual performance will be measured against the following criteria:

Team Supervision

Stock Management 

· Organisation and Tidiness of stock and the warehouse at the end of each shift 
· Product knowledge of your stock and locations 
· Level of out of stocks as a result of: 
· stock placed in the incorrect location 
· stock labelled incorrectly 
· Returned stock not being returned to the correct location 
· Stock write-offs for missing and damaged stock 
· Stock above picking level is wrapped and labelled correctly 
· Stock is rotated on a FIFO basis and that there are 0% expired stock write offs 
· Missing stock value is below $500.00 per month 
· Damaged stock value if below $500.00 per month 
· Stock short dated and expiry sheets are completed weekly 

Inwards Goods
Accuracy of good received using WMS, including;
· Quantities
· Descriptions 
· Expiry Dates 
· Temperatures 

Health & Safety 
· All accidents and near misses from your team are reported and recorded 
· Health & Safety meetings are documented and any issues raised are reported and outcomes are discussed with your team. Minimum of 12 meetings a year (monthly). 
· Hoist checks are carried out daily and the checklist is completed 
· All Dry store employees have completed their induction, reviews and any necessary ongoing refresher training (Check with the HR Manager) 

Food Safety 
· Accurate completion of Food Safety records and obligations 
· No products are left on the warehouse floor 
· All products are labelled
· All damages are removed from location and placed in the correct warehouse storage area. All damages are recorded and reported to the correct branch person 

General duties
· Assist in the daily picking of orders and loading of trucks.
· Daily cleaning of the dry store and surrounding areas are completed and checked off.
· Any other duties as directed by the Operations Manager or Assistant Operations Manager.


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: 			________________________________________________

		Initial [	      ]
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