Job Description
                       Suma LGV Driver



   

Function
Delivering and collecting goods in a safe, efficient and legal manner on behalf of Suma. To follow procedures as set out by Suma & external authorities pertaining to safe and legal driving.

Scope of the Job

Delivery driving for Suma is a demanding and difficult job both physically and mentally. Suma driving is a balance between customer service, business efficiency and driver safety. 

Suma Drivers provide a vital link between Suma and our customers. 

Suma drivers must work in a sustainable, safe and legal manner in order to be efficient in the long term. Feedback and discussion with coordinators is necessary and expected.

Main Tasks

· Loading and unloading delivery vehicles and overnight trunk. 
· Delivering and checking off (if required) goods at customers’ premises

· Recording the temperature of all chilled and frozen goods at the point of delivery.
· Collecting and documenting all returned items

· Collecting payments; amending invoices and completing all relevant paperwork.

· Completing trucking sheets and run sheets with all relevant information.

· Collecting goods according to instructions and completing associated paperwork.

· Returning payments and completed paperwork.

· Carrying out routine daily checks on the vehicle you are driving and reporting any faults to transport ASAP. Completing the daily inspection sheet prior to setting off and reporting any defects that occur during the course of the working day.
· Abiding by current driver’s hours, rules and regulations including working time directives. Ensuring legal breaks are taken and tachographs are completed correctly.
Job Requirements

· Available to work required shifts and overtime during the week and on the day as required. We work 24 hours, so require cover for all shifts.
· Relevant (and preferably clean) current driving licence inc. CPC qualification.

· Ability to drive truck in a safe, legal and conscientious manner. 

· Knowledge of relevant vehicle operating and loading procedures and laws.

· FLT licence (or willing to train).

· Knowledge of the current laws relating to Drivers hours, rest periods and use of tachographs etc.

· Able to manage medium to long distance multi-drop runs where nights out may be required.
· Observe all H&S rules and guidelines (including safe operation of machinery). 
· Ability to work to deadlines and work effectively under pressure.
· Able to work long and unsociable hours.
Person Specification

· Physically fit, handballing required.
· Excellent time management.
· Practical problem solving ability and appropriate initiative.
· Mechanically aware.

· Dependable, reliable, honest.
· Flexible and happy to multi-skill.
· Self-managing.
· Good communication skills.
· Good level of written and verbal English.
· Good standard of Maths.

· Good communication skills.
· Ability to work as part of a team.
Commitment 

Minimum 3 days a week for a maximum of 18 months.

Daily / Weekly / Monthly routines  

1. DAILY:

ON THE DAY OF DRIVING:  


Routine Safety & Security Checks. Before setting off check lights, tyres, brakes, mirrors, horn, bodywork, curtains and any couplings. You must also ensure that you follow the correct procedure for disconnecting your chiller from the mains supply. Ensure isolators are turned off and leads are stowed away correctly i.e. not left on the ground. On return it is your responsibility to make sure that all liquids and lubricants are topped up and that any defects are reported via the vehicle defect report form. The back of the truck must be kept tidy, with empty pallets stacked up as a health and safety precaution. Any vehicle faults must be reported to Transport as soon as possible so that repairs can be scheduled. Please phone defects in to Transport immediately and also make a note on the daily defect form on the back of your run sheet. 

Load Wagons. Drivers are required to load their own vehicles at 4am every morning and assist others in loading theirs. Load safety is the driver’s responsibility. The trunking vehicle must be reloaded with collections prior to any of the drivers departing from the site. 

Check Paperwork. Check that you have picked up all relevant paperwork required for the run. Ensure you take a phone with you and remain contactable throughout the day. Communicate any changes to schedule or problems regarding the run directly to Suma. 

Chilled Deliveries. You must ensure you record the temperature of the chilled products on both the invoice and trucking sheet. Do not deliver the goods if they are over the maximum legal temperature. Ensure you carry a probe in the truck.
Driver Runsheets. Hand in your run sheet with hours worked upon returning from driving. Correct payment cannot be processed without this information. Also ensure you have filled in the required information i.e. pallets collected, mileage etc.

Tachos (analogue charts) All analogue charts to be handed into Suma within 28 days of that driving day. It is a legal responsibility of you as a driver to hand in charts to Suma within this time period. Failure to do so will lead to a disciplinary investigation.

Tachos (digital). Download your driver card at the end of each working week. 

Deliveries. Deliver goods in line with customer’s specific requirements where reasonably possible. 

A signature must be obtained for all orders delivered. If the customer or their representative is not present to sign then the driver must sign instead stating ‘customer not present’ and noting the date and time of delivery.

Collections. Pick up any collections in accordance with your purchase orders. Complete your run safely and legally. Return vehicle, payments and paperwork to Suma premises. Use all driver aids provided to carry out your role as safely as possible whilst being constantly mindful of best H&S practice. 

    Fines & Endorsements. Drivers will be responsible for the payment of any speeding fines along with any parking related fines that are deemed to be the driver’s fault or where a blatant disregard for the highway code has occurred. Fines for parking on crossings, disabled bays or bays designated for other vehicles must be paid by the driver.  Graduated fixed penalties are the sole responsibility of the driver.

2. WEEKLY:

     Digital Tacho Cards. All drivers need to download their digital tacho card in Transport no later than the last day of the week in which you have last driven. Failure to do so will lead to a disciplinary investigation.  
3. MONTHLY:
Expenses. Claim forms must be given to Transport by the relevant month-end. Maximum claim for a one day run = £8, two day run = £26.00 

DRIVING LICENSES

It is your responsibility as a driver to inform Suma of any changes to your license that may affect your ability to drive for Suma. Transport will conduct license checks every six months to ensure our records are kept relevant. 
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