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JOB PURPOSE/SPECIFICATION

Job Title: 

Warehouse Operative
Department:

Warehouse
Reporting to:

Warehouse Manager / Supervisors
Date:


September 2020
Business Outline:  
SAA is a community of like-minded artists who want to share, learn and explore 
creativity in all its forms. From providing top quality, affordable art materials, to sending you regular
nuggets of inspiration, we're here to help you paint more and better, every day.   With 38,000
members worldwide we distribute Mail order of art instruction DVDs, books and materials supplying 

to both retail outlets and the education market.

Main Role and Objectives

To work effectively within the Warehouse, covering varied and challenging roles within Goods In, Picking, Despatching and Make-up departments to ensure a continuous, effective and efficient service is provided to our customers.  Ensure that all trained procedures are followed to complete tasks within permitted timeframes following set guidelines, whilst adhering to company H&S procedures keeping the working environment safe and tidy.  To work within the Warehouse Team to help achieve the Company’s aims and objectives.

Principle Duties and Responsibilities

The Company aims for each team member to be fully flexible in their ability to work within their team and to perform the following duties and responsibilities to the required standard.

· To accurately process and correctly account for all received Orders in a timely and efficient manner ensuring all transactions and documentation is correct.
· To enter and record daily Put Away Batches onto the Company's computer system.
· To record any Stock movements made whilst carrying out standard work or that detailed by Supervisor on Stock Movement Sheet, ensuring system transactions are completed by the end of each working day.
· Carry out daily/weekly Stock replenishments tasks to ensure Pickface Locations are well stocked from Company computer system derived reports.

· Ensure any Invoice Exceptions are dealt with in a timely manner, determining Root Cause as to why Stock was not available to satisfy customer orders. 
· To accurately process Job Sheets maintaining a high level of quality on all products produced ensuring the end customer orders are to the expected standard as set by Teaching Art in a timely and efficient manner. 
· To enter and complete all finished Jobs from Job Sheet on business computer system, reducing component stock, making up finished Kit/Stock balances ensuring all system transactions are completed fully and in a timely manner.

· To accurately pick, pack and despatch products and customer orders in a timely and efficient manner ensuring all transactions and documentation is correct.

· To enter and record daily Picking Batches onto the Company's computer system.

· To record any Stock movements made whilst carrying out standard work or that detailed by Supervisor on Stock Movement Sheet.

· To prepare items for Multi-mode method of despatch using company approved Carriers, completing and affixing necessary additional documentation as and when required 
· Maintain excellent housekeeping practices, ensuring individual and Team safety are paramount whilst keeping a High Level of cleanliness throughout the Warehouse and individual departments.   You will be responsible for keeping your own workstation/area clean and tidy daily.
· To carry out any other duties that are deemed to be within your capabilities and that help the Company towards its objectives and goals.

· A positive can-do approach and a willingness to help others always.
Skills and attributes:
No experience is necessary as full training will be given; however previous Warehouse experience would be beneficial.
Training will include Manual Handling, H&S, First Aid and Forklift Operation
Knowledge of computers would be beneficial, basic keyboard skills.

Nature and Scope:
A positive and enthusiastic approach to work is a must, being flexible in terms of working patterns and duties with the ability to work alone or as part of a team prioritising tasks when and where required.  Pay attention to detail, be highly motivated with the ability to communicate confidently with fellow workers and supervisors whilst being friendly and professional always.
Job Responsibilities Agreed by: ……………………………………………………………………………







(Job Holder Name)

Signature: ……………………………………………………………………....




(Job Holder)

Signature: ……………………………………………………………………….




(Supervisor/Manager)

