
 

 
 

Job Description for:    
 

 

Date    Position: Sales Support Specialist 

 
Reports to General Manager/Ciara Harvey 
 
 

 

Our Values 
 

                           Customer First              Got your Back              Love your work 
 

 

 
 
 
Role Overview  
The primary responsibilities of this role are: 

 To manage and coordinate site compliance requirements at Bidfresh AKL. 

 To provide general sales support at Bidfresh AKL as required 
 

Functional Relationships 

 HOD’s, Purchasing, National Compliance Manager, National Food Safety Manager, Account managers 
 
Key Responsibilities - Health and Safety 

 Create and action an annual Health and Safety Plan in conjunction with Branch GM and Bidfresh HOD’s 
with quarterly objectives 

 Deliver training modules on identified high risk activities including both theory and practical elements 
within budget parameters. Work with Branch contacts to coordinate mutually convenient training 
times. 

 Keep up to date with any changes to Health and Safety legislation 

 Support HOD’S with employee inductions and training  

 Report on accident/incident data weekly using Engage 

 Monitor and review protective and preventative measures working to minimise operational losses, 
occupational health problems, accidents and injuries 

 Schedule hazard inspections as per Health and Safety Plan. Implement improvement actions 

 Chair quarterly Committee Meetings 

 Support HOD’s with capturing and investigating accidents, incidents and near misses on Engage system   

 Maintain training records and registers 

 Internal and external audit preparation at both sites 

 Provide GM  with monthly updates on site health and safety status  

 Under the Health and Safety at Work Act 2015, you are obliged to take all practical steps to ensure 
your own safety at work and to ensure the safety of all other persons in the workplace. 

 Manage returns to work and arrange light duties following LT 1. 
 

 
 



 
 
 
 
 
 
Food Safety 

 Ensure day to day operational practices at Bidfresh are aligned with the Food Control Programme 

 Recalls dealt with in timely manner 

 Represent Bidfresh in internal and external audits 

 Complete Monthly HACCP verification Audit 

 Support HOD’s with food safety inductions and training 

 Monitor staff practices to ensure highest levels of food safety are maintained 
 

Sales Support  
 Liaising with Sales manager & Account managers for specific accounts. 

 Provide support for specified accounts including dealing with enquiries, delivery issues and 
ensuring all paperwork is up to date including any credits. 

 Co-ordinate the branch promotional program, including but not limited to updating specials on 
mybidfood. Maintain and manage any reports needed within the business. 

 New and current account analysis on behalf of the sales manager and team. 

 Bulk customer communication and contact management. 

 Support vacant territory positions in times of absence. 
 
 

General 

 Perform other duties from time to time as instructed by your Manager 
 
 
I accept this position and its accountabilities and I agree to use the systems, to meet the standards and to produce the 
stated outcome. 
 
 
 
Signature:   

 
 
Date signed:   


