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Position
Distribution Supervisor 
Reports to


Assistant General Manager 
Company Vision

“We will be the very best foodservice distributor by being innovative and responsive to the interest and continued success of our customers, which in turn will provide for the success of our co-workers, suppliers and community”

Key Responsibilities 
· Supporting drivers with any issues they may have during their day

· Ensure delivery runs are sequenced in a logical order that balances customer requirements with efficiency and driver productivity.
· Induct and train new drivers, ensure they have the necessary skills and knowledge before rostered onto a run by themselves. 
· Ensure all drivers are trained and receive ongoing training  so they can complete their runs quickly and accurately.
· Monitor TTT records and ensure each driver hands these in at the end of each working week and filled out accurately. 
· Ensure and Monitor EROAD logbook rules are followed correctly and within the law.

· Monitor that daily truck safety checks are performed before use. Advise your Manager of any damaged or faulty equipment immediately.

· Ensure cleaning records are filled in correctly for each month.
· Ensure Water blaster is in good working order and full of fluids at all times for drivers use. 

· Driver feedback is passed onto management, account managers if related to customers. 
· Monitoring driver Fatigue events and following the correct procedure

· Monitor E-road events and driver behaviour; Raise any issues with your manager if necessary. 
Functional Relationship
AGM, Despatch Coordinators, CSR Team, Account Managers, H&S and Food safety Coordinator, Purchasing Manager, Warehouse Supervisor 
Compliance
· Be familiar with and comply with all policies outlined in Bidfood’s Food and Safety and Health and Safety policies and Bidfood’s Employee Handbook
· Advise your Manager of any damaged or faulty equipment immediately.

· Ensure that manager is advised of any new accidents, incidents of hazards immediately. Report any driver health and safety concerns to your Manager.

· Ensure all personal accidents or near misses are reported or logged into Engage and investigated in the correct manner and period.  

Health & Safety

Under the Health and Safety at Work Act 2015 you are obliged to:
· Take reasonable care of your own health and safety, including reasonable care that others are not harmed by something you do or don’t do.
· Follow reasonable health and safety instructions given by anyone at Bidfood, as far as you are reasonably able to.

· Cooperate with any reasonable Bidfood business policy or procedure relating to the workplace’s health and safety. 

· Ensure that all accidents, injuries near misses or hazards that occur at work or that affect your work are reported as soon as possible to your Supervisor/Manager or branch Health and Safety Coordinator. 
Food Safety

· Bidfood has a  HACCP based Food Control Plan (FCP), developed to meet the legal requirements of the Food Act 2014 and other Food Safety requirements
· You are responsible for following Bidfood’s Food Safety requirements under the FCP.  Please see the branch Food Safety coordinator for a copy of the FCP.

· You must immediately report irregularities or non-conformances using the standard operating procedure defined in the FCP.

Key Performance Indicators

Your individual performance will be measured against the following criteria
· TTT forms signed off each week

· E-road Logbook reviewed to ensure they comply with 

our policies and the Law.
· Guardian and Eroad fatigue recorded events must be reviewed and commented if necessary  

· Records of driver Training kept on file
· Truck cleaning records checked off each month
· Regular run reviews to ensure best efficiency and logical order of the run is met
· Ensure all drivers are trained and receive ongoing training  so they can complete their runs quickly and accurately ie; credit notes done correctly, run sheets, and credit pick ups etc.
Time Management 

· Ensure that you are at work on time and ready to start your shift.

· Ensure that the dispatch co-ordinator and or your Manager are notified of any absence due to sickness and or any other reason. 
· Ensure to manage your time when you are on truck vs office based, keep others informed of your whereabouts 

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:

______________________________________________
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