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JOB DESCRIPTION
Job Title:	Warehouse Operative
Reports to:	Warehouse Supervisor 
Department:	Warehouse

CORE PURPOSE
To ensure safe, correct movement and storage of all inventory equipment and supplies onsite. To enable processing of garments, lockers and cabinets, and despatch in an accurate and timely manner. 
KEY TASKS
1. Pick and prepare stock and equipment orders for despatch following the relevant and current procedures.
2. Receive, check (quality and quantity) and book goods into the warehouse using the correct procedures and databases.
3. Processing of garments, including heat sealing barcodes and customer logos (embroidered or heat seal) using the systems available and according to current procedures.
4. Order approved logos as required and ensure the correct version is applied to the garment as per the instructions on the logo request form.
5. Make up orders for distribution via courier / site.
6. Ensure all stock is correctly stored safely and tidily appropriate to its type and location and is maintained in a good condition.
7. Maintain sizing kits within the warehouse and to organise/facilitate sizing kit distribution where required.  Update the relevant record to ensure full traceability.
8. Maintain a high level of productivity in line with specified targets, whilst maintaining quality of service.  
9. Ensure scheduled checks are carried out as per relevant timelines (stock and site checks, housekeeping, etc) 
10. Participate in stock takings as and when requested and keep stock lists updated when required.
11. Refurbish lockers and any supporting mechanisms.
12. Forklift truck driving and some driving for deliveries/collections.
13. Occasionally cover/support other Besafe departments within the division as directed.  
14. To liaise and form good working relationships with other members of staff within the division.
15. Ensure the warehouse is clean and tidy throughout the shift; carry out specific tasks as and when required.
16. Observe all health and safety regulations and procedures.
17. Carry out any task deemed necessary by the Warehouse Supervisor or Contracts & Installations Manager.
ROLES AND REPSONSIBILITIES
· Ensure warehouse / yard is clean and tidy at all times.
· Accurate counting / checking of stock.
· Completion of courier manifests.
· Loading and unloading of deliveries / despatches.
· Processing of garments applying barcodes and logos.
· Contribute to the overall performance of the warehouse.
· Use of computer to view / action work orders.
SKILLS AND KNOWLEDGE REQUIRED TO PERFORM THIS ROLE
· Full Driving Licence (desirable)
· Forklift Licence (desirable)
· Ability to work under pressure
· Computer skills required – Training will be provided on the internal systems
· Manual Handling
· Good communication skills
HEALTH AND SAFETY
· Ensure Health and Safety rules and procedures within the warehouse are observed, and that any contraventions of the rules are reported to your line manager immediately
· To carry out all operations and activities in the prescribed manner
· Use the correct tools and equipment for the operation including any relevant safety equipment or protective clothing
· Report any defects in equipment or protective clothing immediately
· Avoid improvising or taking short cuts which would entail unauthorised or unnecessary risks
· Report accidents or near miss incidents promptly and suggest ways of eliminating or reducing hazards
· Cooperate with accident/incident investigations in order to prevent reoccurrence
· Develop a personal concern for your own safety and that of your colleagues
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