	Bidfood – Job Description


Operations Department

	Position Title:
	Class Two  Driver / Store person 

	
	

	Reports To:
	Operations Manager/Despatch Manager

	
	

	In Absence of Above: 
	Assistant Operations Manager

	
	

	Location of Employ:
	33 Johnston Way, Whakatu 

	
	

	Hours of Work:
	8 – 10 hours per shift according to the roster

	
	

	Days of Work:
	5 shifts per week according to the roster

	
	

	Responsible For:
	1. Achieving Expected Results


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”

Position Summary

To accurately make-up and deliver customer orders meeting timeframes and ensuring total customer satisfaction. To ensure that all Class Two log books and other vehicle requirements are completed. To assist with receiving, checking, receipting and storing goods and stock control.
KEY RESPONSIBILITIES AND EXPECTED RESULTS:

	KEY RESPONSIBILITY
	EXPECTED RESULT

	Prepare orders for customers 
	· Correct quantity, brand, size and quality of product is picked 

·  Accurate weights (as required) are recorded 

· Orders are 100% accurate or customers are notified of any discrepancies through internal systems

· Develop product and customer knowledge including knowing the customer's preferences 

· Customer feedback is 98% positive and any customer requests or concerns are followed up immediately to the customer’s satisfaction

	Orders are efficiently and correctly delivered to customers
	· Vehicle is packed to maximise efficiency of delivery

· Correct, complete paperwork is personally delivered and signed by each customer along with the order

· Customers receive a positive impression of the business due to the professional, friendly manner and appearance of the driver 

· All Food Safety (FSP) and Bidfood policies and procedures are adhered to

· Empty crates are collected, credit invoice completed legibly and given to the customer and all credit procedures are adhered to
· Driving is safe, courteous and reflects positively on the business with no infringement of traffic or by laws, loud radios and smoking at any time whilst delivering is prohibited

· Crates are checked by Despatch, unloaded into the correct area and any returns are checked by Despatch 

· Vehicles are cleaned and kept free of any rubbish at all times

· Class Two log book requirements are met and are consistent with GPS data

	Ensure that Dry goods, Chilled and Frozen products and accurately checked, temperature tested as required, receipted and stored. 


	· Accurate records of all stock received are kept including quantities, weight, quality and temperature checks 

· Any discrepancies or non-conforming product is reported through the correct FSP and/or  Bidfood systems to ensure suppliers are informed within the timeframes, produce returned or destroyed as per procedures and accurate credits/charges are made

· Product is quickly and correctly stored including rotation of stock, identification of old stock, specialling stock near to use by date and removal of any sub-standard product 

· Date checks are made on stock to ensure stock quality, rotation and stock levels

· Accurate stock takes are completed as per schedules

	Develop and maintain excellent internal relationships
	· Despatch team, Sales team, customer service team and all other departments are up-dated as required re customer feedback and any other relevant information

	Provide assistance in other areas as required
	· Complete delegated tasks such as yard, ELA, crate and warehouse cleaning and restocking 

· Complete any other relevant warehouse or driving tasks

	Complies with Health & Safety, HACCP and other relevant legislation
	· Any health, safety, security issues or accidents are reported through the appropriate reporting and action methods
· Fully conversant and compliant with company and department H&S and FSP procedures, policies and directives


The organisation recognises that over time employees will, through the natural process of gaining confidence in their ability and understanding of the systems; operate quicker and more efficiently at the job they hold. This will free up time that could be used to develop and enhance the skills, knowledge and abilities of the employee. As a consequence of this, and because the organisation is interested in developing each employee to their full potential, each employee, will from time to time, be asked to take on extra duties that are designed to upgrade their skills, knowledge and abilities. These extra duties will be discussed between the employee and his/her immediate manager, and the decision to allocate them will be taken jointly.

Key performance indicators – Bidfood driver
A.Relationships and Communication Skills/Peers and Customers
	Written and Oral Communications are clear, organised and effective; listens and comprehends well.

	Conveys information to managers, peers and customers in a timely, clear and concise manner.

	Ability to determine and initiate actions that result in the improvement of handling tasks, without supervision even under pressure.

	Effectively communicates with clients and has the ability to build a strong rapport

	Takes interest in both internal and external customers, creates a pleasant atmosphere for interaction and takes appropriate action to meet their needs.

	Is empathetic towards customer issues and deals with customer concerns

	Possesses exceptional conflict resolution skills to connect with others and find solutions that meet all parties’ expectations


B.Productivity and Time Management Abilities
	Completes deliveries in a timely and accurate way

	Respectful of colleagues when working with others and makes valuable contributions toward the continued growth and operation of the team.



	Reports to work on time, provides advance notice of need for absence. Follows correct procedures with contacting HOD in case of absence with at least three hours’ notice prior to shift starting. (Phone call only)

	Maintains a reliable work attendance pattern

	Manages break times responsibly and in accordance with company guidelines


C.  Versatility and Innovative

	Must have experience with several different runs and is confident going solo on them.   

	Able to take on the responsibility of training new team members.

	Actively participates in toolbox meetings. 

	Stays up to date with all Engage training.

	Can drive a manual truck competently and confidently, or willing to learn as required.

	Fully understands the crate tracking process and returns all/most crates at the end of the day.

	Paperwork is tidy and organised.  Run sheet is always filled out correctly (including the separate alcohol one) with the crate counts, delivery times and customer signature where applicable.  Must have a full understanding of the term “IND”
D. Truck Maintenance and Safety
Takes care of the trucks by cleaning all rubbish out of the cab daily and washes the truck every week.
Currently uses the electronic log book through ERoad, or, Would like to change to using the electronic log book

Maintains an acceptable average star rating between 3 and 5
Adheres to all traffic laws while driving.
Maintains three points of contact when getting in and out of the truck.
Ensures doors are securely closed when driving and locked when away from the truck
Follows all processes at the end of the day with despatch (crate counts, credits put in correct place, 3T’s completed)

E. General Health & Safety
Demonstrates understanding of personal and company Health & Safety responsibilities 

Complies with company Health & Safety Policy and follows all policies and procedures as outlined by the employer 

Report all accidents, near misses and hazards within 24 hours using either engage or correct forms provided.
Wear correct PPE and/or Uniform at all times
Complete checks consistently and report defects immediately on all equipment and machinery before use.
Familiarity with emergency procedures, and follow required emergency processes.
Cooperate in workplace safety activities, attends training and drills as required.



Agreed by:   Class Two Driver / Store person ______________________________Date_______________

      Operations Manager ___________________________  Date_____________
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