EXAMPLE Job Description

Position: 
Driver / Loader / Storeman

Title:  

Truck Driver
Reports to: 
……………
JOB PURPOSE:

To efficiently and effectively manage inwards and outwards goods and load and unload vehicles and drive the company’s vehicles in accordance with all appropriate laws and regulations while maintaining a safe environment.
OVERALL RESPONSIBILITIES:

Include the following (although other duties may be assigned from time to time):

Storeman:

· Inwards

· Accept inwards goods

· Ensure paperwork is complete

· Check quantity / specification / condition 

· Move to storage facilities easy location to flow to  production

· Advise delivery made

· Maintain stocks of consumables

· Despatch

· Pre-despatch storage

· Advise despatch ready

· Despatch sign-off 
· Driving:

· Driving a company vehicle for pick up and delivery of freight.

· Loading and unloading of freight.

· Giving customers consistent & top class service.

· Answering the telephone/radio telephone in a professional manner.

· Making sure that paperwork is completed accurately.

· Recording any customer complaints and passing on to management.

· Making sure that road user receipts/fuel receipts are handed in to the office daily.

· General:
· Maintaining equipment
· Maintaining general oversight of safety and good practice at the factory and at all sites the driver visits and reporting breaches to management when observed
· If required, to assist with any other work in connection with the business of the company.

SUPERVISORY RESPONSIBILITIES

From time to time supervision of other staff or contractors may be required.


QUALIFICATIONS/COMPETENCIES
To succeed in this job the individual must be able carry out all the above duties satisfactorily and have the following:


General

· Good problem-solving skills.   

· Excellent communication, listening and record-keeping skills.   

· Versatile and adaptive.  Ability to work accurately and at speed under often difficult conditions.  

· Able to work as an individual using initiative and as a team member.  


Education and/or Experience

· Acceptable previous transport industry experience 

· Current heavy drivers license.  
· Knowledge of safe working procedures and basic first aid
Language skills

· Written and spoken English with the ability to read and interpret documents, safety rules, operating and maintenance instructions and procedure manuals.  

· Ability to communicate effectively with other staff.

Reasoning ability

· Ability to solve practical problems and immediately deal with a variety of customer requests.  

· Know when to refer a problem to others for resolution

Physical demands  

The individual will be expected to have a standard of fitness to enable them to carry out all of the duties above.

WORK ENVIRONMENT  

The work environment will be noisy with variations of heat and cold.  Vehicles, electrical and mechanical equipment may be operating from time to time.
