Schedule B
Job Description
Position	Nightshift Warehouse Store Person

Reports to	Night Shift Supervisor / Warehouse 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 Night Shift Warehouse Storeperson is responsible for accurately picking, packing, replenishing, and loading customer orders while maintaining high standards of food safety, health and safety, inventory accuracy, and operational efficiency
This role plays a critical part in ensuring customer orders are prepared correctly, dispatched on time, and handled with care to meet company quality standards and customer expectations

Key Responsibilities 

	Order Picking and Replenishment

	· Pick customer orders accurately using pick sheets, scanners, RF devices, or warehouse management systems.
· Ensure products are selected according to FIFO (First In, First Out) stock rotation principles.
· Record random weights and report stock discrepancies or unavailable items promptly.
· Replenish pick faces from bulk storage as required.
· Report incorrect stock locations, stock shortages, or inventory issues to the supervisor.
· Maintain product knowledge to ensure correct product selection and handling.
· 

	Packing and Order Assembly

	· Assemble customer orders accurately and efficiently within required timeframes.
· Pack products according to company standards and food safety requirements.
· Separate frozen, chilled, ambient, produce, meat, and chemical products appropriately.
· Ensure meat products are bagged separately where required.
· Prevent overpacking and minimise product damage.
· Ensure fragile items are packed safely and loaded appropriately.
· Complete required documentation relating to crate counts, carton counts, and order verification.


	Loading and Dispatch

	1. Load customer orders onto the correct vehicles according to delivery schedules and loading plans.
1. Follow established loading sequences and dispatch procedures.
1. Handle stock carefully to minimise product damage.
1. Ensure all orders are ready before dispatch cut-off times.
1. Maintain accuracy between customer orders and loaded stock.


	Warehouse Operations
	· Maintain a clean, organised, and safe work environment.
· Remove empty pallets, crates, boxes, and waste materials promptly.
· Support stock movements, inventory checks, and stock investigations as required.
· Assist other operational areas when workload priorities require.
· Participate constructively in team meetings and continuous improvement initiatives




	Health, Safety and Wellbeing
	Employees are required to:
· Take reasonable care of their own health and safety and that of others.
· Follow all company health and safety policies, procedures, and instructions.
· Report accidents, incidents, hazards, injuries, and near misses immediately.
· Complete pre-use inspections of equipment and report faults promptly.
· Operate equipment safely and only when appropriately trained and authorised.
· Contribute to a positive safety culture and maintain compliance with the Health and Safety at Work Act 2015

	Food Safety and Quality
	1. Comply with all Food Control Plan (FCP), HACCP, and food safety requirements.
1. Maintain product integrity throughout picking, packing, storage, and loading processes.
1. Correctly label products and manage damaged stock in accordance with company procedures.
1. Report food safety concerns, non-conformances, or quality issues immediately.
1. Maintain high standards of personal hygiene, presentation, and housekeeping.
1. Ensure products are not left exposed on warehouse floors and are stored correctly.



Key Performance Indicators (KPIs)
Accuracy
•	Order picking accuracy meets or exceeds company targets.
•	Minimal picking, packing, or loading errors.
•	Inventory discrepancies are identified and reported promptly.
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•	Orders are completed within required operational timeframes.
•	Dispatch deadlines are consistently achieved.
•	Work is completed efficiently while maintaining quality standards.
Safety and Compliance
•	Compliance with all health and safety requirements.
•	Food safety procedures are consistently followed.
•	Equipment checks and reporting requirements are completed accurately.
Teamwork and Reliability
•	Consistent attendance and punctuality.
•	Positive contribution to team objectives.
•	Effective communication with supervisors and colleagues.
•	Flexibility to undertake additional duties and training as required

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

Signature:		______________________________________________


Date signed:		______________________________________________
