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Job Description
JOB TITLE: Van Driver / Shop Transfers
REPORTS TO: E-Commerce, Logistics & New Goods Manager
JOB SUMMARY
To move stock between shops and to and from warehouse storage, deliver to and collect from customers’ homes. To assist with the co-ordination of stock distribution and storage 
HOURS OF WORK

· Your normal hours of work will be 30.0 hours per week worked over 5 days, normally between Monday and Saturday 9.30am-4.00pm – these hours include a ½ hour unpaid meal break. No overtime payment for overtime but time in lieu of excess hours may be taken as appropriate with prior permission.
OPERATIONAL RESPONSIBILITIES  
· To ensure the co-ordination: careful movement, collection and delivery of all merchandise within a dedicated area in the most cost-effective way and as directed by the E-Commerce, Logistics & New Goods Manager.
· To provide support and co-ordination of stock transfers between the shops. To work in the warehouse, as and when required, which will involve working with a team of paid and volunteer staff.
CUSTOMER COLLECTIONS AND DELIVERIES / STOCK GENERATION
· To be responsible for the collection and delivery of donated goods to the required locations within agreed timescales and to agreed targets. 

· To ensure that these items are correctly labelled, and all furniture collected meets legal requirements. To monitor and evaluate the quality of items being collected and deal in a professional manner over any items we cannot collect.

· To maintain strict control of security of all goods collected, transported, and delivered.

· To ensure minimum losses are incurred on goods by the careful and respectful handling of all such items.

· To undertake customer stock collections as required.

· Role will involve a large amount of heavy lifting in picking up and moving stock.

· Transportation of food waste from shops to the hospice collection point
· Drive company vehicles in accordance with the rules of the road.

· Keep vehicle clean inside and out in accordance with cleaning plan.

· Maintain driver records accurately.

ADMINISTRATION
· To carry out regular (daily) vehicle checks and report any defects which may affect the roadworthiness of any motor vehicle allocated to you. 

· To maintain timely and accurate records in accordance with St. Rocco’s policies and procedures for the receipt and dispatch of goods.

· To act as the key holder and assume responsibility for the security of any vehicle allocated to you by ensuring it is left securely at a designated site.

· Assist shops to achieve their gift aid sales conversion targets by maximising new donor sign up when collecting donations from customers.

· To adhere to all policies and procedures.

CUSTOMER SERVICE
· To act as the representative of St.Rocco’s in the collection from and delivery to customers of donated goods and furniture.

· Liaise with customers, recycling partners, shops and the Hospice on a daily basis, using both telephone and e-mail.

· Use all available technology to best effect including Mobile Phones, Satellite Navigation, and Desktop Computers etc.

PHYSICAL EFFORT / ENVIRONMENT
· Ensuring that all manual handling complies with Health & Safety legislation and other legal obligations. 

· Efficiently utilise space and manual handling equipment ensuring safe movement and storage of all items.

· Physically demanding, standing, bending, lifting heavy objects, and carrying.

· Involves movement of donated goods and furniture up and down stairs or in and out of vehicles and exterior premises.

· Maintain standards of health and safety as well as hygiene and security in the workpace. For example, all heavy furniture moved and stored safely.

· Exposure to dirty and broken items.

· Exposure to bereavement issues.

TRAINING / SUPERVISION / GENERAL
· This role is required to work in the warehouse as and when required, and to undertake any activities necessary to the business.
· Assist in providing induction, training and support to any new Van Drivers and Volunteers.
· Attend all appropriate training for this role including meetings when required.

· To undertake personal development review annually and through self development, continuously update and improve knowledge and competencies.

· To take responsibility for being up to date with current policies and procedures and adhere to these.
· To be aware of the work, aims and objectives of St. Rocco’s Hospice and Palliative Care Services and promote at all times the Hospice philosophy, upholding St. Rocco’s Core Values and Vision and how the Shops contribute to those.
FINANCIAL MANAGEMENT 
· To adhere to all financial policies, procedures and best practices in relation to handling money on behalf of St.Rocco’s Hospice.
COMMUNICATION AND WORKING RELATIONSHIPS
· Act in a professional and courteous manner at all times when liaising with all members of staff, volunteers for Hospice and subsidiaries, Heads of Departments and Senior Management Team, Trustees, external agencies and the general public. 

INFORMATION SYSTEMS
· Use of computer systems e.g. within the Shop environment as required adhering to policy & procedure. 
	ASSURANCE STATEMENT

	The purpose of this job description is to outline levels of responsibility and accountability of this post, to ensure that all work undertaken by our staff is identified and lines of accountability are clear.
It is the responsibility of all employees to adhere to general policies and procedures as detailed in the Staff Handbook and other individual policies



The above Job Description does not purport to be an exhaustive list of duties and responsibilities. The post holder will be expected to undertake additional duties as the requirements of the post change.
---------------------------------------------------------------------------------------------------------------------------
CHANGES TO THIS JOB DESCRIPTION
Post holders have a responsibility to discuss any significant job changes with their line manager at the time the change occurs and agree any permanent substantial change.
Date post holder in receipt of job description …………………………………………………
Signature of post holder ……………………………………………………………………………
Signature of line manager ………………………………………………………………………..
Review Date ………………………………………………………………………………………….
Personal Specification
	TITLE:
	Van Driver / Shop Transfers

	DEPARTMENT:
	Shops

	
	 


	Criteria for selection 
	Essential
	Desirable

	Education/Qualifications

· Numerate and literate and with a good level of education i.e. Mathematics & English GCSE Grade A -C or equivalent
· Good working knowledge of Microsoft Outlook/Explorer, Word and Excel
	
	Y

Y


	Knowledge/experience/skills

· Experience working in a warehousing or retail environment
· Experience of working at a supervisory level
· Experience of Health & Safety legislation 
· Experience with cash handling and reconciliation
· Experience of achieving success against customer care targets
· Working with Volunteers and understanding issues related to working with them
· Ability to follow instructions and interpret written guidelines

· Knowledge of Gift Aid

· Contribute ideas and solutions to the Retail Team to make improvements within your area of responsibility
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Y
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	Personal Qualities

· Excellent interpersonal skills & the ability to work within a team
· Able to communicate logically and clearly in writing and verbally

· Able to work autonomously

· Organisation and time management skills

· Decision making skills

· Respect confidentiality

· Attention to detail and excellent self-organisation

· Flexible can do attitude

· Able to work with staff at all levels
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	Additional Requirements

· Flexibility with hours of work and ability to work across five days
· Must have held a full, clean UK driving licence for at least 5 years to comply with insurance policy 

· Must be of smart, clean and presentable appearance

· Willing to work weekends when required

· Physical fitness to undertake the demands of the job, including ability to lift and carry stock
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