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Job description 
Job title:
Driver/Warehouse Supervisor
Reporting to:
Operations Manager
Salary:
£7.83 p/hour
Term:
1 year fixed term contract. (This is a post funded by Asda with potential funding for 3 years).
Hours:
37.5 hours per week

Responsible for: Volunteers
Purpose of the post:
Working with the Operations Manager and the Operations Team effectively manage the warehouse, incoming goods, storage and dispatch of goods to all organisations receiving surplus food from FareShare Southwest (FSSW) - Community Food Members (CFM’s) - to high levels of compliance and service. This post has been funded by Asda and so will also encompass providing particular levels of support to specific CFM groups (Breakfast Clubs, Holiday Hunger Projects, and Trussell Trust Foodbanks), including the guaranteed delivery of the FSSW surplus food service.
Duties & Responsibilities:

Driving duties and support for Asda “Fight Hunger Create Change” programme

· Ensure that deliveries of food to key CFM’s are guaranteed by making the delivery or by securing Drivers to carry out deliveries.

· Ensure that the key CFM’s are fully supported by the RC team, and excellent levels of service provided, as follows:

· You/Drivers arrive at food partner locations and recipient charities at scheduled times, and to liaise with partners and charities in the event of a delay.

· You/Drivers safely and legally drive and park the vans.

· Ensure that food is safely and effectively transported to recipient charities ensuring relevant food safety and hygiene regulations are adhered to and ensuring food arrives in good condition.

· Ensure upkeep and security of the vans, including carrying out checks and cleaning of vans at the end of a shift, and driving with due caution.

· Facilitate effective record keeping and performance monitoring of the service including completing accurately and consistently records such as Drivers’ Daily Work Schedule, Van Logbooks and Goods In.
· Be the first point of contact for the key CFM’s/Drivers and ensure that the service provided by the RC is delivered and any problems resolved.

Warehouse & Volunteer Management
· Manage (under the direction of the Operations Team) teams of volunteers, delegating/assigning tasks, and supervising work to ensure all tasks completed effectively.

· Ensure all warehouse volunteers are effectively supported and trained for allocated warehouse/job-specific tasks/roles, and have the opportunities to develop.

· Suggest improvements to operations, and implement changes agreed with Operations Manager.
· Report (or carry out) any improvements or repairs needed to the fabric of the building or equipment.

· Ensure the building and equipment is maintained, serviced and cleaned.

· Forklift – supervise/drive forklift to load/unload/move goods, ensure it is charged every day, and carry out maintenance checks.

· Ensure the security of the FSSW Regional Centre and all assets located within it, including food, and maintained at all times

Manage Goods In, Storage and Despatch
· Manage all goods coming in from suppliers, overseeing unloading of goods, ensuring all paperwork is completed.

· Report quality and quantity of goods.

· Chilled and frozen food deliveries – probe and record readings.

· Oversee breakdown and listing of pallets, ensuring volunteers are trained and follow correct procedures.

· Ensure food is stored in fridges and that any opened food/drink is disposed of.
· Count and record number of crates, cages, dollies, and pallets returned.

· Manage crates, cages and pallets, and ensure returned to correct suppliers.

· Ensure all delivery sheets completed.

· Ensure all new goods are entered on GLADYS.

· CFM Collections – ensure all CFM’s collecting food have been greeted, cool packs checked, and food brought to the pick-up area. If appropriate secure assistance with moving food to CFM’s transport.

· Ensure all drivers have completed all pre-departure and post-arrival checks and are properly loaded/unloaded.

· Stocktaking – chilled and ambient.

Cleaning, Compliance, and Health & Safety
· Ensure compliance with relevant Food Hygiene, Health & Safety and other standards applicable to FareShare premises, vehicles, refrigeration equipment, our staff and volunteers.

· Ensure warehouse is clean, tidy and safe, overseeing the implementation of the cleaning rota. 
· Ensure warehouse complies with FareShare standards as per the Operations Manual.

· Fridges – ensure all fridges are tidied, cleaned dollies sorted, and out of date food removed.
· Ensure all out of date food is disposed of effectively.

· Undertake basic training in Food Hygiene and Health & Safety as required.

General
· Be first point of contact for all matters related to food deliveries from suppliers, food collections by CFM’s, and volunteer order picking queries.
· Deliver allocated tasks from the daily/weekly plan and/or tasks given by the Operations Manager/Team.

· Respond to/answer any enquiries/communications via telephone, email, or in person.

· Be willing to receive and engage positively with any visitors to the warehouse.

· Support FSSW events.

· Responsible for the welfare of staff and volunteers, including reviewing policies and risk assessments and ensuring correct procedures are adhered to in conjunction with the Operations Team/Manager
· Carry out any other duties that may reasonably be required in support of the main purpose of the role.
· Develop and uphold high quality customer care and standards of conduct when dealing with all stakeholders and the general public.

Deputy Shift Supervisor
· Support/Assist Shift Supervisor to compete all tasks within a day’s shift.
· Cover for the Shift Supervisor (in his/her absence), completing all tasks allocated to this role (tasks attached)
	Criteria
	Essential
	Desirable
	Evidence

	Skills / Abilities
	· 
	
	CV/

Interview/

Presentation

	Knowledge
	· 
	· 
	Interview/

Presentation

	Qualifications

training and education
	· Good standard of education.
	· 
	CV/

Certification

	Experience
	·  
	· 
	CV/

Interview

	Values and behaviours
	· A commitment to equal opportunities and safeguarding.

· An understanding of, and enthusiasm for, FareShare’s mission and strategy. 

· A commitment to continuous professional development.

· An empathy with volunteers and an understanding of their needs.

· Flexible and non-judgemental approach to people and work.

· Willingness and ability to travel in the UK.
	
	

	Other requirements
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