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Job Title:
Warehouse Operative
Department:
Packaging
Job Holder’s Name:
…………………….……………….
Signature: …………………….………………
Reports To:
Packaging Manager
Date: …………………………………………..

MAIN FUNCTION OF JOB

Support the Despatch and Logistics Coordinator and Packaging Manager with day-to-day Goods-In and warehouse activities. In addition to the duties and responsibilities listed below, the jobholder is required to perform other duties assigned by Management from time to time. 
PRIMARY TASKS
· Receive, unload, and check all delivered goods and print GR (Goods Receipt) labels. 

· Report any problems to the Despatch and Logistics Coordinator or Packaging Manager.

· Update GR log upon receipt of goods, completing all fields accurately.

· Check incoming goods against purchase order, delivery notes and invoices (if present).

· Help with the loading and unloading of vehicles. Operate pallet trucks and forklifts (if qualified) as required. 
· Put away QC approved stock and filled products from production. Liaise with production & packing staff regarding the exact location of stock.

· Relocate pallets of goods using forklifts (if qualified), pump trucks and power pallet trucks.

· Use manual handling equipment such as lifting tables and trolleys. 
· Assist the Despatch and Logistics Co-ordinator in the preparation of consignments for customers, including the completion of paperwork.

· Deputise for the Despatch and Logistics Coordinator as required.

· Work in accordance with Procedures Manual and general company procedures and Work Instructions

· Ensure that appropriate personal protective equipment (PPE) is worn in the relevant areas.
· Work in a safe, orderly manner with regard to the safety of others and in accordance with company health and safety policy and procedures.

· Demonstrate a strong commitment to maintain a high level of personal hygiene, ensure compliance with all relevant GMP regulations for medical device production
· Keep the Goods In, despatch areas and warehouse clean and tidy
· Assist in customers complaints with delivery discrepancies and their investigations.
· Assist with periodic stock checks and annual stock-take.
SECONDARY TASKS
· Assist with despatching finished products worldwide to customers with all relevant documentation (commercial invoices, Certificates of Origin, EUR1, etc…where appropriate) including raising post Brexit customs declarations, when required.
· Understand and follow dispatch procedures.

· Assist with timely liaison between sales and transport companies for commercial invoices, hazardous goods packing, customer collections, and logistical communication, whilst obtaining transport quotations for customers orders.
· Deputise Packaging Department staff as required.

PERSON SPECIFICATION:

Essentials: 

· Be physically fit and able to lift weights of up to 25 kg and to stand or sit for long periods

· Intermediate computer skills.

· Good verbal and written communication skills in English

· Strong attention to detail.

· Knowledge of good numeracy skills.

· A strong commitment to achieving results and maintain a high standard of work is essential.

Other requirements:

· Demonstrates a strong work ethic characterised by proactive engagement and a consistent commitment to exceeding expectations.

· Ability to follow instructions and procedures accurately.

· Able to work effectively with other people.

· Good time keeping and punctuality.

· Adaptability and flexibility.

· Ability to work in a fast-paced environment

· Willingness to learn 

REQUIRED QUALIFICATIONS

· Counterbalance Forklift license (preferred) 
· Previous experience working within a similar role in a warehouse would be advantageous.

