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JOB DESCRIPTION 

Warehouse Officer 

Discovering Abilities – optimising the quality of life for people living with disability 

JOB PURPOSE 

Support the physical day-to-day running of the Assistive Technology workshops and the processing of equipment for repairs, servicing and refurbishment. 

KEY RESPONSIBILITY AREAS 

Key Responsibility What How Measure 

Governance Ensure the information provided by 

the assistive technology  program in 

relation to Rocky Bay policies and 

procedures and legislative 

requirements are followed 

Documentation provided is read, 

understood and instructions are 

followed. Contribute to reviews and 

conduct self audits to ensure 

continuous improvement within the 

organization.   

Policies, legislative requirements 

and processes are followed. 

Internal audits and reviews carried 

out.  Any identified improvements 

acted upon in a timely manner. 

Financial Capacity Understand requirements of annual 

budget; implement required 

strategies to ensure that budget 

targets and KPI’s are met.  

Track performance against 

identified areas of the budget. 

All budget and KPI targets met. 

Customer Service   

 

 

 

 

Optimize the customer experience All customer enquiries relating to 
Assistive Technology responded to 
quickly and effectively. 

Actively promote services provided 

by Assistive Technology. 

The customer base and sales 
figures will expand. 

Feedback indicates satisfaction with 

the quality of services provided. 

People Contribute to a positive working 

environment.  Develop and 

maintain positive working 

Work constructively with peers and 

colleagues.  Maintain knowledge of 

Occupational Safety and Health 

Effective relationships are 

developed with peers and 

colleagues, including relevant 
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Key Responsibility What How Measure 

relationships. Contribute to team 

and organizational results through 

cooperative and collegial 

interactions 

procedures, actively supporting and 

promoting safe work practices. 

external customers.  Occupational 

Safety and Health procedures are 

followed. 

 

Brand Contribute to the development of 

the Assistive Technology business 

and Rocky Bay’s Strategic 

direction.  

Ensure best practice within the 

service delivery area in order to 

maintain quality services and grow 

Rocky Bay. 

 

Best practice services provided to 

people living with disability. 

 
 
Essential criteria: 
 Good level computer skills – Microsoft/stock management system 

 Current Valid Driving Licence 

 Experience in undertaking mechanical tasks using a range of hand tools 

 Knowledge of OH&S in the workplace 

 Experience in managing the purchase, storage and movement of stock items 

 Excellent organisational and problem solving skills 

 Adaptability – willingness to undertake a wide range of tasks 

 Is able to work autonomously and demonstrate initiative but seeks help as required and works consultatively within a team 

 Good time management – able to work to deadlines 

 Good communication skills – able to communicate effectively with a range of people from different backgrounds 

 Willing to work at height within a warehouse environment 
 

 

Desirable criteria 
 
 Experience with Assistive Technology such as wheelchairs and hoists  

 Experience in working with people with disability 

 License to operate a Picker Lifter or Forklift equipment 

 Experience in working with disability equipment 
 

 


