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	JOB DESCRIPTION

	Position
	Dispatch Assistant
	Division
	Rockit Packing Company Ltd.

	Reports to
	Dispatch Coordinator
	Date
	October 2026

	Job Purpose

	The Dispatch Assistant will support the Dispatch Co-ordinator in preparing product to be dispatched in a timely and safe manner, in accordance with market and customer requirements.

	Key Responsibilities

	
· Ensure pallets and labels are correct according to order specifications and loading requirements.
· Prepare and apply any additional pallet labels for pallets on export dispatch to ensure requirements are met.
· Stack/de-stack, label, and secure pallets using manual or automated equipment if required.
· Inspect items for damage or mislabelling before palletising.
· Update ABC to ensure pallets designations are accurately recorded.
· Prepare and maintain SOP’s relating to the Logistics Palletiser area.
· Coordinate with warehouse staff to ensure timely movement of goods.
· Assist Dispatch Coordinator with dispatch of containers and any other duties as required.
· Maintain a clean, organised, and safe work area.
· Always follow company safety standards and procedures.
· Assist with loading and unloading of trucks when required.
· To use the RPC equipment safely and when authorised, according to all company and Health and Safety regulations.
· Ensure all Health and Safety, company and legislative regulations and protocols are always carried out.






	Organisational Obligations

	
· Work proactively and collaboratively with all areas of the business to achieve desired business outcomes.
· Demonstrate commitment to health and safety and compliance with company policies.
· Ensure timely preparation of information, reporting and other written documents/materials as required.
· Ensure and maintain effective ongoing communication with all stakeholders.
· Ensure total confidentiality of employee and company information.
· Maintain a high standard of performance and commitment to internal and external customer service.
· Ensure confidentiality of personal and business information
· Pro-active input and teamwork are critical in this rapidly expanding company. 
· Function in accordance with established standards, procedures, and applicable 
· 
· laws
· Participate in regular team and company-wide meetings. 
· Demonstrate and role model our Rockit company values.

	Key Relationships

	Reports to: Dispatch Coordinator
Internal:  Logistics Team, Coolstore, Finished Good and Packhouse Team, S&OP wider team.
External: Logistics providers 


	Personal Specification Requirements

	Essential Requirements for this role:
· Legally able to work in NZ for the duration of the fixed term role
· Physically able to stack up to 17kg packed cases up to 2.4m high 
· Be physically fit and healthy – able to carry out manual handling and work on feet all day 
· Have great literacy to read and interpret labels
· Be accurate and have good attention to detail.
· Must be competent in using Microsoft and ERP systems. 
· Able to follow documented work instructions 
· Co-operative, great communicator and works well in a team.
· Meets requirements to be drug and alcohol free at work.
· Demonstrate common sense and adhere to food safety, hygiene and Health and Safety protocols.
· Available to work up to six days per week, usually Monday to Saturday

Desired Requirements for this role:
· Forklift drivers license
· Experience in a packhouse or food manufacturing environment is desirable.
· Knowledge of dispatch processes






	Team Values

	Proactively demonstrate Rockit Global Limited’s values in all work and internal and external interactions:

One Rockit Kotahitanga
We are a global business with our roots in Aotearoa. Across every market, site and shift – we are one team. We value each other, share the hard work, prioritise Health & Safety, have fun and make sure every voice is heard and valued. We win as one team. 

Consumer Obsessed
Every decision starts with one question: What does this mean for the person eating our apple?

Think Differently 
We started by doing what no one else had – the world’s first miniature apple, in a tube, sold as premium. Original thinking is our powerhouse. We don’t rest on what we ave built: We get better every day, ready to back the next big, bold idea that sets us apart.

Unstoppable Passion 
Our business is something special – and we give it everything. We’re proud of who we are, how we work together and the exceptional product we bring to the world.
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