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Position:  Warehouse Foreman
Reports To:  Architectural Sales Manager


Contract Type:  Permanent, Full time (40 hours per week)
 
Purpose
The Warehouse Foreman is Responsible for loading and dispatching sales orders and unloading/unpacking inwards goods. This position will be sole charge of the site as required in the absence of the sales staff.
Specifics 
· Packing sales orders ready for collection or despatch
· Unloading / unpacking of incoming stock
· Enter Inwards goods dockets
· Inputting sales orders 
· Inputting Purchase orders
· Arranging freight notes and labels for outwards goods
· Keep the Branch clean and tidy
· Any other duties as reasonably required
Relationships

Internal
· All staff
External 
· Customers
· Suppliers

Performance measures:
· Ability to ensure smooth and efficient functioning of warehouse

· Reliability and ability to demonstrate of initiative

· Accuracy and timeliness of data input – sales and purchase orders and inwards goods dockets

Skills, Experience and Competencies

Technical 

· Previous experience within a warehouse environment ( preferably in the building industry)
· Proficiency in CRM use, ideally SAGE Evolution software and Maximizer
· Proficiency in accurate data entry and MS Office software

· Physically able to lift heavy goods and safely within Workplace Health and Safety guidelines
· Clean driving license – no endorsements

Behavioural

· Excellent interpersonal skills; focused and professional 
· Demonstrates initiative and ability to take on new tasks as required
· Consistently reliable and able to maintain a calm demeanour under time pressure

· Able to prioritise conflicting demands and resolve customer enquiries promptly
Job Description








