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	JOB TITLE:
	Warehouse Operative 

	
	
	
	
	

	Location:
	
	
	Date:
	

	
	
	
	
	

	Reports to:
	

	
	
	
	
	

	Purpose:
	To ensure the smooth and efficient operation of our warehouse specialising in electrical components. 

	
	





	
	
	

	ROLE SUMMARY:

	

MGE New Zealand is the switchboard engineering company that caters to all segments of the switchboard manufacturing market, with special emphasis on solutions that require high-level engineering such as motor control centres and power distribution switchboards for commercial and industrial applications. 
Your primary responsibility as the Warehouse Operative at MGE New Zealand, is to manage the inventory of electrical components and equipment, ensuring that products are received, stored, and distributed accurately and safely. 







	RESPONSIBILITIES: 



1.  Receiving and Inspection:
· Receive incoming shipments of electrical products.
· Conduct thorough inspections to ensure the quality and accuracy of received items.
· Report and document any discrepancies or damages to the Manager.
2. Storage and Organization:
· Safely and efficiently store electrical products in designated locations within the warehouse.
· Ensure proper labelling and organisation of inventory for easy retrieval.
· Rotate stock to minimise the risk of obsolescence and damage.
3. Order Picking and Packing:
· Accurately pick and pack orders based on customer requests or purchase orders.
· Verify the correctness and completeness of items picked before packaging.
· Label and prepare packages for shipping, ensuring they meet shipping regulations and requirements.
4. Inventory Management:
· Maintain accurate inventory records using computerised systems or manual tracking as necessary.
· Conduct regular stock counts and assist in the reconciliation of discrepancies.
· Report low stock levels to avoid stockouts.
5. Safety and Compliance:
· Adhere to safety protocols and guidelines to maintain a safe working environment.
· Follow industry and company-specific regulations related to the handling and storage of electrical products.
· Utilise personal protective equipment (PPE) as required.
6. Quality Control:
· Ensure the quality and integrity of products, and report any quality issues.
· Help maintain the cleanliness and organisation of the warehouse.
7. Equipment Operation:
· Operate warehouse equipment, such as forklifts and pallet jacks, in a safe and efficient manner.
· Perform routine equipment checks and report any malfunctions.
8. Communication:
· Collaborate with colleagues, including Warehouse Managers, Supervisors, and other team members.
· Communicate effectively with internal departments and external stakeholders, including suppliers and customers.

	QUALIFICATIONS & KNOWLEDGE: 



· Previous experience in a warehouse or logistics environment is preferred.

	ROLE PROFILE:  



As a Warehouse Operative at MGE you must hold the following capabilities; 
· Knowledge of electrical products and terminology is a plus.
· Ability to operate warehouse equipment (forklift, pallet jack, etc.) may be required.
· Strong attention to detail and organisational skills.
· Basic computer skills for inventory management and data entry.
· Physical fitness and ability to lift, carry, and move heavy objects.







	McKay GUIDING VALUES:
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We respect our staff by creating a safe,
fun, and socially responsible
organisation

We respect each other and our
customers by operating with integrity
and we are proud of everything we
do. We are prepared to drop bad
customers or say no thanks to further
work from them

We respect our stakeholders by
producing a fair return through our
high-quality work and leading edge
products

We are a team of doers. When faced
with uncertainty, we make our best
decision and press forward. Our
deadlines are real, and our actions
must be timely

We attack our work with energy and
persistence

INNOVATION

2

We are globally recognized for our
foresight and for the design
excellence of our electrotechnology
products and services

We not only respond to our customers’
current needs but also anticipate and
innovate to meet their future needs
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