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Schedule B
Job Description for


Date


Position
Class 2 Driver
Reports to

_____________________________________________________________________
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”

Overview 

The primary responsibility of this role is:

· To follow Delivery of Goods and Stock Management Procedures

· To make deliveries to Bidfood New Zealand Ltd customers in a polite and friendly manner while following company procedure
· To Pick and Pack Customer orders – ensuring they are made up correctly and meet Bidfood high quality standards and timeframes
· Attention to product handling – reducing damages during picking, loading and delivery
· Maintain a level of product knowledge

Functional Relationships
· Stores Team, Shift Supervisor, Despatch Supervisor, 
Key Responsibilities 
	Heavy Vehicle Truck Driving

Class 2
Orders are efficiently and correctly delivered to customers
	· Vehicle is packed to maximise efficiency of delivery 
· Operate and drive trucks to transport goods and product to customers

· Load and unload transport vehicle. Count and check all outwards goods on despatch.
· Ensure that product is secured and compliant to safety requirements
· Complete order is personally delivered to each customer along with the correct paperwork where applicable

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

· Empty crates are collected, credit invoice completed legibly and given to the customer. Crates and credit copy are returned to the office

· 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 unloaded into the correct area and returns given to the Despatcher upon return

· Vehicles are cleaned, maintained and kept free of rubbish.
·  Take responsibility for assigned truck. Notify the company when service and other maintenance is required.
·  Notify the company of any accidents or damage to the vehicle.

· Maintain an electronic logbook for any trips that require a log book to be maintained and filled in correctly. 
· Follow all New Zealand traffic laws and company policies

· Communicate with the despatcher and other drivers by means of wireless devices , RT and on board computers

· Report any Accident / Incidents and or hazards to the despatcher or your supervisor

· Report any mechanical concerns immediately they are identified to your supervisor

· Keep vehicle and any associated equipment tidy and in good working order
· If you are uplifting goods ensure that all goods received are free from contamination or damage before signing documentation

· Ensure that any temperature sensitive goods received are placed in refrigeration as a priority

· Ensure that any temperature sensitive goods that do not meet temperature levels are recorded and dealt with as per Food Control Plan
· Make deliveries as directed

· maintain schedules of delivery and keep within timetables

· handle company stock with care

· record deliveries  and stock returns on Driver’s run sheet and Requests for Credit as required by the company policy

· Ensure a fully completed drivers sheet is handed in at the end of each day’s deliveries
· As per the Food Safety Guidelines defined in the HACCP manual, handle company stock with care which includes the monitoring of product temperature

· Have a current class 2 drivers licence with you at all times that you drive.




	Ensure a friendly, helpful, efficient and personalised service is provided to customers and that sales opportunities for the business are maximised


	· Positive feedback is received from customers leading to repeat business 

· Any complaints or customer feedback is responded to politely and passed onto the correct person

· Customers are made aware of specials or new products that may suit their particular requirements 

· Customer feedback is passed onto other areas and managers


	Warehouse duties if you are rostered off road for a spell

Ensure that all customer orders are made up correctly and meet Bidfood standards and timeframes.
	· Minimal customer complaints (< 5%), related to wrong make-up of orders or sub-standard product

· Key account customers are given priority

· Orders are prioritised to meet deadlines which often change during the course of the shift

· All deliveries are correctly labelled

· Orders are placed in the correct dispatch area

· Completed orders are passed to the office for invoicing as soon as possible

· Orders are prepared and correctly stored for deliveries

· Assist in the loading of vehicles when required

· When loading vehicles assure that they are packed in a safe and orderly manner

	Internal Relationships
	· Constructive contribution made to staff meetings

· Assistance is provided to other areas as required

	Complies with Health & Safety, Food safety 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 food safety procedures, policies and directives Adhere to Health and Safety rules outlined in Item 17 in your Employment Agreement.
· 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.
· Ensure that your Supervisor or Manager is advised of any new accidents, incidents or hazards identified immediately by entering into the Engage portal. Report any health and safety concerns to the via the Engage portal
· Observe Company policies on personal hygiene, wounds and infectious illnesses


	General
	· Present yourself for work in clean and tidy clothes that are in line with the company policy, with good personal hygiene
· Assist other staff with other sundry duties as directed by your manager.


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.

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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