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Position Description

	Job Title:
	Despatcher

	Reporting To:
	Despatch Supervisor


	Primary Objectives

	· Responsible for the despatch of all bins, pallets, wholesale, ply and LVL products ensuring customer expectations of service are exceeded.
· Provide an efficient data input service for the Despatch team.


	Key Accountabilities
	Activities / Expected results

	Health & Safety

	· Ensure all appropriate actions are taken to support safe work practices, policies and procedures relating to my work.  
· Ensure any lapses in systems and procedures, unsafe or poor work practices, or abuses of plant/machinery I observe are raised with the person concerned or management.
· Make recommendations for safety, systems, or quality improvement by using the “U Fix-it system.”
· Ensure all tasks and responsibilities are performed in accordance with the work procedures, product and service standards that relate to my role and therefore demonstrate commitment to the Company’s quality policy and our values so we “Do It Once, Do It Right, Do It Better… Every Time.


	Reman, Wholesale, Ply & LVL Despatch
	· Ensure the Sales team is advised if any items are not in stock and communication with the customer has been made at the earliest possible time.
· Ensure when despatching that the delivery address is correct. 

· Ensure the proof of delivery folder is maintained when required so any discrepancies in deliveries can easily be resolved.
· Ensure moisture and treatment certificates accompany all applicable loads.
· Ensure customers’ orders are delivered on time, and to the correct specification. 

· Ensure an understanding of the full despatch process so assistance or backup can be provided in this area when required.
· Ensure proficiency in all areas of Maxim that are relevant to the role.

· Notify the sales team at the earliest opportunity of any inventory related issues that arise as part of the despatch process.

· Ensure pick lists are provided to forklift drivers for all packet related despatches and that these are correctly marked off prior to finalising the despatch.

· Ensure audit batch reviews are carried out in accordance with established deadlines and the accuracy of audit batches is to a high level.

· Ensure all transport related Contractors are inducted to site.

· Maintain oversight of site access through the control of the front and back gates where required.

· Assist with the administration of bookings and despatch relating to shipping of containers.



	Customer Service & Sales 
	· Ensure a sound level of Wholesale, LVL and Reman product knowledge for efficient communication with customers.

· Assist the sales team in their day-to-day roles to gain an understanding of the customer profile, production range, sales systems, and procedures.

· Notify customers when required if product is unable to be delivered by the agreed date and ensure suitable arrangements have been put in place.



	Continued Improvement & Business Systems


	· Display a pro-active attitude towards continual improvement in all areas of the business I am involved in.

· Proactively participate in the major business systems being the U Fix It, the Good on U and the NCP/Customer Unhappy with U.

· Work with the sales team to refine and improve sales & marketing systems at any opportunity.
· Take responsibility for collating all despatch related KPI data and report results back to the team.   Proactively drive performance in accordance with the despatch area KPI’s.

· Participate in any projects when requested ensuring an understanding of the scope of work to be completed.  Ensure all projects are finished within the required timeframe.



PERSON SPECIFICATION
	Qualifications / Skills / Experience 

	Qualifications

	Essential:

	Desirable:


	· NCEA level 2 or equivalent secondary school achievement
	· Tertiary qualified in business or related discipline.

	Experience

	Essential:


	Desirable:



	· 1+ years’ experience in despatch / logistics
· Proven administrative experience
	· Manufacturing/primary industry experience

· Timber industry experience.
· Forklift driving experience with OSH certificate

	Business/Technical Skills


	Essential:


	Desirable:


	· Process driven with strong accuracy and attention to detail.
· Strong focus on safety within a fast-paced environment

· Proven ability to prioritise and to work and think systematically.
· A commitment to providing superior customer service.
· Good computer literacy and knowledge of the MS Office suite

· Proactive with a ‘can-do’ attitude

· Effective at problem-solving and resolving issues.
· Mature with the capability to handle challenges/  

· Able to build effective relationships with a range of people within the business.

	· Intermediate MS Excel skills





