
Job Description:  Warehouse Assistant
Job Context:

The Warehouse Assistant will need to enjoy always being busy with the ability to see “what needs doing and doing it.”  This is an important role in a very busy and fast expanding company.

Job Summary:

Involvement in every aspect of the smooth running of our busy warehouse, from producing order pick list to final despatch of goods. Supporting and assisting with stock control of client product. Active involvement with continuous improvement projects. Take responsibility for ensuring the workplace environment is maintained in a clean and orderly fashion. 

Job Content:

· Produce and work from picking lists, to fulfil, pack and despatch client orders

· Processing of orders ensuring that client instructions are fully implemented

· Responsible for making informed decisions in respect to shipping options available

· Ensure all orders are fulfilled within specified time frames

· Work in close liaison with Customer Services, Sales and externally with customers and transport organisations

· Ensure warehouse is always kept clean and tidy, with empty boxes flattened and stored in the correct location of the Warehouse

· Potential risks, problems or product defects to be reported immediately to Team Leader or Warehouse Manager

· Be pro-active in reporting to your Line Manager when stationery and packaging materials are running in short supply

· To carry out all activities in a manner that promotes safety to yourself and your colleagues

· Participate actively in continuous process improvement projects, seek ways to develop and maximise customer service levels

· Ensure all business and individual key performance indicators are met

· Contribute actively to achieving departmental service level and targets

Performance Standards

· All orders received are dispatched in line with client SLA
· Cycle count and stock management carried out in line with client SLA
· Adherence to ILG Core values

· Compliance with company dress code

Key Competencies:

· Numeracy

· Accuracy

· Speed

· Diligence

· Reliability

· Team Player

· Pro-Active “can-do” attitude

· Adhere to procedures

· Flexibility

· Escalate where appropriate

Skill Set:

· Fork lift experience (desirable)
· Basic IT skills

· Warehouse experience

