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SILTBUSTER LTD 
  POSITION DESCRIPTION: Stores Assistant

	DEPARTMENT:
	Siltbuster - Finance

	LOCATION:
	Monmouth

	POSITION PURPOSE:
	Assist in the daily running of stores, including maintaining necessary stock levels to facilitate the smooth running of the Company’s fleet.


	RESPONSIBLE TO:
	Purchasing Manager 

	RESPONSIBLE FOR:
	No direct line reporting


	REGULAR CONTACTS:
	External 
	Delivery and Collection Drivers
Suppliers


	
	Internal
	Workshop Team
Purchasing Department
Central Services; HR, Finance, HSE, Quality



MAIN RESPONSIBILITIES:
General
· Monitoring and maintaining minimum stock levels, ensuring the stock control system is accurate (Syrinx).
· Checking deliveries to ensure the correct quantity has been received and updating the quantity in stock accordingly
· Goods Inwards - Receiving and putting deliveries away correctly and promptly, reporting any defects or issues to the supplier.
· Goods Outwards - Collating, picking and packing build boxes and parts for despatch.
· Booking parts in and out on the stock control system accurately (Syrinx)
· Conducting regular stock checks and updating the stock control system accordingly
· Maintain a safe, clean, tidy and organised work area at all times
· Support the Purchasing Manager to continuously develop stores systems and processes, making them more effective and efficient.
· Be familiar with and always comply with quality, health, safety and environmental policies, procedures, safe systems of work, PPE requirements, relevant regulations/legislation, and codes of practice throughout work activities.
· Where required, participate in developing work related risk assessments and carry out job hazard analysis before undertaking work to identify job hazards, mitigate risks and solve operational issues
· Promptly report near misses, incidents, accidents, and quality issues through correct company systems, promptly escalating concerns and issues to the Purchasing Manager as appropriate
· Ensure any/all waste materials are disposed of appropriately in accordance with relevant required standards
The main responsibilities are outlined above.  This is not a definitive list, and other tasks/activities may be necessary as the company’s commercial activities require.


QUALIFICATIONS & EXPERIENCE:
· Previous experience in a stores/warehouse/yard would be advantageous 
· Forklift licence would be advantageous but if not, you would need to be willing to undertake the training and qualification.
· Able to work in a fast-paced manufacturing environment 
· Computer literate. Have good computer skills in software including Microsoft Office and be able to learn a stock control system.
· Health and safety focused
· Able to follow instruction thoroughly and diligently
· Able to work effectively and efficiently under own supervision and as part of a team
· Confident communicator, both written and verbal
· A good aptitude for problem solving and decision making, able to think outside the box, with a can-do attitude. 
· Good interpersonal skills to foster positive collaborative working relationships
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