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THE JOB

	JOB TITLE
	Flexible Despatch Operator

	REPORTING TO


	                 Despatch Team Leader
               

	Purpose of the role:
Provide to support to the conversion department and participate in all activities of Despatch as required including moving materials, wrapping material and picking orders. 


	Specific responsibilities:

· Accurately pick orders following picking list and prepare goods for delivery 
· Accurately complete manual goods in/out
· Carry out correct identification of materials by label

· Receive deliveries and distribute accordingly

· Follow receiving in inspection plans to ensure quality of supplied product.  Accurately complete and distribute despatch paperwork / documentation 

· Safely operate counterbalance / reach forklift truck, pallet truck and other material handling equipment

· Maintain high standards of cleanliness, hygiene and safety in department

· Participate in stock inventory and check as required
· Wrap reels as defined by specification

· Transfer all finished products onto shipping pallets using the pallet invertor

· Operate core cutter machine to cut cores as required

· Liaise with Team Leader to ensure full waste skips are removed in a timely manner

· Remove litter and manufacturing waste from designated areas throughout the plant  Segregate and organise into correct skips ready for disposal
· Maintain housekeeping standards in external storage areas e.g. pallets, skips. It is most important that we keep car park and all grounds to the perimeter clear of debris and films

· Move and dispose of material as instructed

· Following cleaning schedule for factory floor using the ride on sweeper internally on   a regular basis

· Load and unload transport as required 

· Other duties as assigned by the Conversion Team Leader

Health,  Safety and Environmental  Responsibilities:
· You have a moral & legal duty of care that requires you to abide by the companies Environmental, Health & Safety Policy and all relevant Environmental, Health & Safety Legislation. 

· You must actively contribute to the company’s efforts to promote behaviour that is both safe and environmentally responsible, highlighting any shortfalls or oversights in the sites EHS arrangements.

· You must only operate items of equipment for which you have been trained, deemed competent and authorised to use, ensuring they are used in accordance with any Risk Assessment & Safe Systems of Work. Keep tools and equipment in good condition, Report any defects in equipment to your Manager. Ensure that equipment is in a safe and secure state when unattended, refrain from horseplay, abuse of site facilities and the misuse of equipment. 

· You must report any industrial injury, industrial disease, any incidents or near misses that have the potential to result in personal injury, property or environmental damage to your Manager.

· Make the most efficient and effective use of all resources. Ensure that waste is kept to an absolute minimum, and disposed of into the correct method. Ensure that substances that may pose a threat to the environment are used with care and in accordance with the instructions and training delivered. 
I agree to and accept my job description.

Print Name …………………………………………………………….. Date……………………………………………………….
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