Position Description
	Job Title:
	Warehouse Operator
	Business:
	Hunter Douglas
	Team:
	Warehouse 

	Incumbent:
	
	Reports to:
	
	Date:
	October 2022


	PRIMARY OBJECTIVE:
	This position is responsible storing, replenishing, picking, packing, labelling and despatching customer orders.


	ACCOUNTABILITIES

	Key Accountabilities
· The Store person will acquire the knowledge and skills to safely and accurately identify product to be picked for customer orders, as per handheld, as well as becoming competent in packing and addressing each customer order prior to despatching.

· The Store person is required to move goods from designated areas and transfer these goods in a safe and efficient manner to wherever required.

· All products transferred to the Finished Goods store is subject to a check for quality of packaging.  Product labels and quantities are also checked to ensure accurate inventory control.

· The Store person will be required to maintain a high level of stock accuracy.

· Provide clerical assistance to the Warehouse such that it can provide the business with distribution in a timely and cost effective manner such that both Company's and its customers' objectives are satisfied.

Picking and Packing
· Store person must hold a current forklift and high reach licence where applicable.

· Be familiar with all warehouse racking, picking locations and picking sequences.

· Understand and be able to follow the procedure set for picking and packing.

· Must be able to use any equipment that is needed such as printers and RF units etc. to complete tasks.

· Apply correct safety procedures and maintain good housekeeping.

Replenishment 

· Understand and be able to follow the procedure set for replenishment.

· Use suitable material handling equipment in a safe manner.

· Remove stock from the location suggested on the report or RF unit and transfer to the fix pick location nominated on the report or RF unit.

· Ensure quantities of stock replenished are accurately counted and entered on the report or RF units.

	Put Away

· Understand and be able to follow the procedure set for Put Away.

· Ensure all products are stored in the most suitable location.

· Store product safely on a pallet or cradle within the designated or randomly selected location, ensuring that the pallet or cradle does not overlap an adjacent location or protrude from the storage racking.

· Ensure product to be moved to the warehouse has a pallet number attached and is safely stacked on a suitable cradle or pallet.

· Ensure the Put Away procedure is adhered to.

Consolidation

· Understand and be able to follow the procedure set for Consolidation

· Use suitable material handling equipment in a safe manner eg. Reach forklift truck for pallet racking.

· Ensure quantities of stock replenished are accurately counted and entered on the report or RF units.

Cycle Counter

· Understand and be able to follow the procedures set for Cycle Counts.

· Be able to identify zone, locations and type of product to be counted.

· Select equipment required to perform count in a safe and accurate manner, i.e. type of forklift suitable for the job.

· Must be able to count stock accurately and do so as set out by procedure.



	OPERATING ENVIRONMENT
	WHS RESPONSIBILITIES 

	The business in Australia predominately produces and sells metal and fabric window covering components and finished window covering products.  

The Rydalmere, Sydney site has one light to medium manufacturing facility, one assembly facility and its main warehousing facility.  

There is a small window covering assembly plant near the Gold Coast and the business also has sales locations in each state.


	· Meeting team member annual safety KPIs.

· Attending appropriate WHS training as required and as nominated to attend by Team’s manager.

· Reporting all accidents/incidents to Team’s manager within 24hours.

· Initiating actions to improve WHS and taking immediate action to fix any unsafe situation/act or environmental hazard, if safe to do so.

· Complying with Company WHS policies and procedures and with all relevant WHS & environment laws and regulations.



	SKILLS
	TRAINING AND EXPERIENCE

	· Can do attitude - results and customer focused

· Attention to detail, follow procedures and good follow up

· Basic computer skills

· Good written and verbal communication ability

· Good work ethic – team oriented and reliable

· Must be able to apply a reasonable degree of common sense (good judgement) to the tasks at hand


	· High school level 

· Fork lift licence / certification where applicable.
· High reach licence / certification where applicable.
· Previous experience in a warehouse environment using warehouse processes and procedures

· WMS Working Knowledge

· RF Unit process



	DIMENSIONS
	PERFORMANCE MEASURES

	· Job holder participates in setting day to day targets though is predominantly provided with those targets.  

· Some discretion is available in setting priorities and interpreting work practices.

· Position is closely supervised and decision making freedom is minimal.

Quality
· Responsible for ensuring all Quality Checks nominated in the relevant Process Control Procedures are carried out and the results of such checks are recorded as also detailed in the procedures.

· Has the authority and responsibility to stop the process, where nonconforming product is being produced, and to either carry out corrective action himself/herself before recommencing the process or to report the need for such corrective action to the supervisor.


	· Put-away & Picking errors

· Picking KPI's 

· Damage and Lost in Transit

· Sick Leave / Attendance


	Employee’s Signature: …………………………………………………… 

            Date: …………………………………..


