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Job Title: Storekeeper/Driver
Grade / Role: Technical 3B
Department/Section: Procurement





JOB DESCRIPTION

	 Job Title:  
	Storekeeper/Driver

	Grade / Role:
	Technical 3B

	Reports to:  
	Warehouse & Distribution Manager

	Section:  
	Procurement

	Department:
	Finance and Procurement



	
Job Summary


	
Under the supervision of the Warehouse & Distribution Manager, to undertake various warehouse and distribution duties including accepting goods delivered to Fire Service Headquarters, picking and packing items for delivery to the wider Service.

A weekly rota of driving and warehouse duties is in place for all Storekeeper Drivers.   
 
To undertake warehouse, driving and manual handling duties including the use of electric reach truck, weighing truck and pallet truck as required 
 
To provide an internal delivery service to locations within the WMFS area.

The core working hours are 7 hours 24 minutes daily, Monday to Friday. These hours are to be met daily.






	
Responsibilities and Duties


	1. To assemble, check and pack goods within the Warehouse 

2. To handle goods received and load and off-load these onto Warehouse racking 

3. To accept bulk deliveries of goods, including stock and non-stock items, sort into individual delivery locations, pack and deliver to end users. 

4. To deal with materials/goods returned from Stations and other locations and advise the Warehouse & Distribution Manager of actions taken 

5. Responsible for verifying that all goods arrived as per the delivery note and agreed quantity has been received 

6. To undertake a physical inventory of the goods in the warehouse 

7. To drive the electric reach truck as required 

8. To receive and respond to internal and external telephone calls and emails  

9. To provide assistance when stock items are required on an urgent basis for operational needs 

10. Process and maintain Inventory records 

11. To operate the computer-based inventory management system as required including logging the receipt or issuing of goods 

12. To provide an efficient delivery/collection service of mail and goods to all Stations/Departments and other locations as directed  

13. To deliver and collect goods from other locations within the West Midlands area 

14. To drive a van within the West Midlands area 

15. To carry out daily checks and clean the vehicles designated to Warehouse & Distribution 

16. To refuel or charge vans and record fuel levels and usage 

17. To deputise for the W&D Manager when they are on leave or cover for a colleague who is sick or on leave. 

18. All other accountabilities detailed within the Role Profile and the Behavioural Framework for Technical 3B. 





	
Special Conditions (include any special conditions, for example shift patterns, hours of work, working outdoors etc.)


	
This role involves a combination of driving and storekeeping duties, scheduled on a weekly basis. A fair rotation between both responsibilities is in place however, business needs will take priority. Storekeeper/Drivers are expected to work collaboratively with their team and line manager to support operational requirements. Daily start and finish times may vary slightly and will be communicated in advance.





	
Role related knowledge, skills and experience


	
Essential 
1. Full clean driving licence, valid in UK
2. Driving experience
3. Category B licence required 
4. Qualified Reach Truck operator 
5. Able to lift items within Health and Safety guidelines 
6. Able to use computer systems

Desirable
7. Completed manual handling training 
8. Some knowledge of safety procedures for handling hazardous materials e.g. cleaning products. 
9. Experience of using Oracle Inventory Management System 
10. Category C1 licence required 
11. Qualified Reach Truck operator 





	
Qualifications


	
Essential
· None



Desirable
· None






	
Level of DBS required (eg: Basic, Standard, Enhanced, Enhanced with Barred List)


	
Basic
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