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Position	DESPATCHER/DRIVER

Reports to			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:
· Overseeing the smooth running of the despatch department with specific focus in the following areas:
· [bookmark: _GoBack]On time despatch of trucks
· Preparation of documentation for all runs
· Minimise turn around times for picking and loading of urgent runs
· In conjunction with the despatch manager, ongoing improvements of the despatch operations
· Develop synergies and working relationships between Despatch and Customer Services and foster a working environment that specifically promotes teamwork between these two departments

Functional Relationships
· Despatch Manager, Customer Service Team, Account Managers, Operations Manager, Despatch Team, Warehouse Team, Nightshift Team

Key Responsibilities 
· Co-ordinate the loading of all products onto trucks, i.e. add ons, out of stocks.
· Ensure product is picked on time to facilitate a fast turn around of trucks
· Daily checking of open orders report to ensure no orders go undelivered
· Delivery Driver as required
· Drivers returns
· check off stock returned
· authorise credits
· re-invoice product for next deliveries if required
· reassign drivers if they return early
· redirect drivers for pick ups if required
· Clear Despatch tray at reception throughout the day
· Monitor TTT records and ensure each driver hands these in at the end of each working week.
· Ensure truck cleaning records are filled out correctly.
Customer Service
· Friendly service to customers who pick up orders
· Answer telephones when required
· Picking orders when required
· Respond to drivers on RT
· Amendments and cancellations when required

General
· Assist other staff with other sundry duties (in emergency situations) as directed by your manager.
· Maintain a high standard of dress and grooming so as to represent a professional company image to visitors.
· Assist with all company stock takes as required
· Manage the Saturday morning despatch operation as required.

Food Safety
· As per your Employment Agreement, ensure that you maintain the highest levels of food safety. 
· Observe Company policies on personal hygiene, wounds and infectious illnesses

Health and Safety
· Under the Health and Safety at Work Act 2015, you are obliged to take all practical steps to ensure your own safety at work and to ensure the safety of all other persons in the workplace.
· Perform and record health and safety training for new employees in addition to refresher training for existing employees you supervise.
· Periodically test and record the level of understanding of health and safety procedures
· Ensure that the Safety Officer is advised of any new accidents, incidents or hazards identified immediately. Report any employee health and safety concerns to the Safety Officer.
· Monitor and manage Driver performance using Eroad, Autosense and other tools that may be made available.
· Work with Compliance Team to manage and improve Driver knowledge of and compliance with the Work Time and Logbooks Rule.

Key Performance Indicators
· Compliance with food safety requirements
· Continuity of Health and Safety checks and training
· Perceptions of teamwork by other staff with functional relationships
· Contribution to achievement of goals within overall operations group and Company
· Completion of TTT records weekly
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Passionate about service




