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Schedule B
Job Description


Date


For:

Position
Foodservice Runner
Reports to
Assistant General Manager/General 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:

· To follow delivery of goods and stock management procedures

· To make deliveries to Bidfood New Zealand Ltd customers in a polite and friendly manner while following company procedure
· To pick and pack customer orders – ensuring they are made up correctly and meet Bidfood’s high quality standards and timeframes
· Attention to product handling – reducing damages during picking, loading and delivery
· Maintain a level of product knowledge

Functional Relationships
· Drivers, despatch and warehouse team
Key Responsibilities 
	Orders are efficiently and correctly delivered to customers
	· Vehicle is packed to maximise efficiency of deliveries to customers
· Load and unload transport vehicle.  Count and check all outwards goods on despatch.
· Ensure that product is secured and compliant to safety requirements
· Correct, complete paperwork is personally delivered to each customer along with the order 
· Customers receive a positive impression of the business due to the professional, friendly manner and appearance of the team member
· Crates are unloaded into the correct area and returns recorded on the drivers run sheet
· Vehicles are cleaned, maintained and kept free of any rubbish at all times
· Communicate with warehouse supervisor, despatcher, other drivers by means of wireless devices and on- board computers

· Report any Accident / Incidents and or hazards to the despatcher or your supervisor
· Ensure that any temperature sensitive goods received are placed in refrigeration as a priority

· Ensure that any temperature sensitive goods that do not meet temperature levels are recorded and dealt with as per Food Safety Plan
· Make deliveries as directed

· maintain schedules of delivery and keep within timetables

· handle company stock with care

· record deliveries and stock returns on Driver’s run sheet and requests for credit as required by the company policy

· As per the Food Safety Guidelines defined in the HACCP manual, handle company stock with care which includes the monitoring of product temperature



	Ensure a friendly, helpful, efficient and personalised service is provided to customers and that sales opportunities for the business are maximised


	· Positive feedback is received from customers leading to repeat business 

· Any complaints or customer feedback is responded to politely and passed onto the correct person

· Customer feedback is passed onto other areas and managers


	Internal Relationships
	· Other department and office staff are aware of timeframes for order preparation and despatch

· Constructive contribution made to staff meetings

· Assistance is provided to other areas as required

	Complies with Health & Safety, Food safety and other relevant legislation
	· Any health, safety, security issues or accidents are reported through the appropriate reporting and action methods
· Fully conversant and compliant with company and department H&S and food safety procedures, policies and directives Adhere to Health and Safety rules outlined in Item 17 in your Employment Agreement.
· 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.
· Ensure that the Safety Officer is advised of any new accidents, incidents or hazards identified immediately. Report any health and safety concerns to the Safety Officer.
· Observe Company policies on personal hygiene, wounds and infectious illnesses

	General
	· Present yourself for work in clean and tidy clothes that are in line with the company policy, with good personal hygiene
· Assist other staff with other sundry duties as directed by your manager.


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:

______________________________________________
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