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Job Description for 

Date





Position
Produce Assistant Manager
Reports to


Produce 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 - 
 To maintain a high standard in all aspects of the delivery of our product and service to Bidfood customers, while working to ensure that warehouse, distribution and administrative requirements of the Produce Department are fulfilled in an efficient manner.
The secondary responsibility of this role is to work alongside, and as backup to the Produce Manager, ensuring adequate coverage of the role when required.

Functional Relationships
PRIMARY – Produce Manager, General Manager, Produce staff, Compliance Manager
SECONDARY – All staff across all departments
Key Responsibilities – Produce Team
 Staff Management

· Keep Branch Management fully briefed on staffing levels and performance of department staff

· Identify and direct staff training to ensure your Team are all appropriately licensed and trained to use equipment provided

· Identify and recommend staff for functional warehouse training that will be a direct company benefit 

· Set and maintain appropriate work and dress standards ensuring PPE is maintained in good, clean and tidy condition.

· Ensure issued uniform is worn and maintained.

· Maintain disciplinary procedures in line with agreed disciplinary requirements and reporting.

· Establish robust and effective shift briefings across all shifts to ensure communication is free flowing with supervisors and staff to provide teams with clear goals and the expectation to meet those goals

· That tasks are delegated to build skill

· To follow through on set tasks, requirements and performance to obtain improvement

· Adhere to set building and yard lockup - unlock procedure to ensure building and yard security.

Rostering

· Create and maintain shift rosters for staff to ensure appropriate staff coverage for all shifts and responsibilities whilst also meeting budgeting targets when given
Day to day operations 
· Ensure staff are productive and efficient
· Monitor staff break times
· Assist with picking, packing, and delivery, of orders as needed
· Manage and train staff to use the AMP system 

· Maintain the whiteboard in a clear manner throughout the day and prepare for the next day any reminders/notes

· Ensure drivers have everything that is required for deliveries from the produce department
· Ensure accurate records of all produce received are kept (including quantities, weight, crate hire, quoted price and quality and temperature checks).
· Reconciling of inwards paperwork and processing via Filebound in a timely manner
· Ensure produce is quickly and correctly stored including rotation of stock, identification of old stock, specialling stock near to use by date and removal of any substandard product

· Recording of accurate wastage and ensuring a weekly wastage report is available each Monday
Compliance/Health & Safety
· Ensure daily vehicle checks are completed by staff, including regular temp checks as per the FCP. Any issues found are reported to the Compliance Officer as soon as possible.
· Complete monthly inspections of the department, plant and equipment and ensure any repairs and maintenance requests are actioned

· Ensure all staff are trained in the safe use of plant and equipment and adhere to all company policies and procedures including use of vehicles (including holding the correct licence for the vehicle they are using).
· Any health, safety, security hazards and accidents are investigated and reported through the appropriate reporting and action methods

· Fully conversant and compliant with company and department H&S and food control procedures policies and directives 

· Actively promoting safe work practices and compliance with HACCP within department

Quality of Service to Customers
· Key account customers are given priority

· Customers are made aware of unavailable stock and alternate products are offered

· Maintain the security of our customer’s codes and keys at all times

· Any reported Customer dissatisfaction with our service is passed on to the Operations Manager for discussion and resolution 
· Review picking and packing process and systems to ensure its applicable to current business needs
Picking/Packing

· Ensure quality control procedures are followed, that all orders are correctly checked off prior to packing

· Ensure that presentation and packaging standards are maintained

· On request, orders are prioritised to meet deadlines

· Orders are placed in the correct despatch area and labelled by run

· Orders are packed to enhance appearance, reduce the risk of damage or overflow during delivery 
· Liaise with the Produce Manager to ensure that any reoccurring errors in picking and loading are identified and remedial training is undertaken

Deliveries
From time to time, delivering to customers directly may be required.
· Daily vehicle checks must be performed when using a company vehicle, including accurate completion of 3T forms when using a truck.
· Where driver logs books are required, ensure they are filled in correctly and all driver rules adhered to as per NZ law.

· Have a current drivers licence applicable for the vehicle you drive.

Crate and Product Credits process
· Reconciling the driver RFCs with crates and stock returned on their trucks daily
· Processing all credits for customers accurately and in a timely manner

· Liaising with Despatch to ensure new drivers are correctly trained in the processes for produce and crate collection and crediting
· Responsible for the de-hiring of crates
Training
· You will ensure that all new produce employees have a full FCP, Health and Safety and site induction and that they complete the online Engage inductions relevant to their role.

· You will be responsible for the on-going development and maintenance of produce training modules, SOPs, and guides; working in conjunction with the Produce Manager, Compliance Manager, and Management team to ensure trainings are relevant and adhere to legal and best practise.

Internal Relationships 
· Attend and contribute to tool box meetings across departments as requested 

· Provide assistance in other areas of the business as required

· Ensure good interdepartmental communication in regards to produce updates and relevant information for customers and the business.
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

· Quality of product and service to Bidfood customers

· Staff Management 

· Accurate crate return management
· Efficiency of Filebound management

· Timely development and maintenance of internal training programmes
· Compliance with Food Safety requirements

· Compliance with Health & Safety requirements
The organisation recognises that over time employees will, through the natural process of gaining confidence in their ability and understanding of the systems; operate quicker and more efficiently at the job they hold. This will free up time that could be used to develop and enhance the skills, knowledge and abilities of the employee. As a consequence of this, and because the organisation is interested in developing each employee to their full potential, each employee, will from time to time, be asked to take on extra duties that are designed to upgrade their skills, knowledge and abilities. These extra duties will be discussed between the employee and his/her immediate manager, and the decision to allocate them will be taken jointly.
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:

______________________________________________

