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	JOB AND PERSON SPECIFICATION



	Job Title:
	Transport Planner

	Reporting to:
	BUUK Transport Manager


	Role Grade Level:
	Admin
	Areas:
	Logistics



	Job Purpose:-

	Organise and plan routes for articulated vehicles in a methodical and cost effective way whilst maintaining compliance with transport regulations and company / customer standards.

Always ensure these duties are completed in line with site rules, legal regulations and company procedures relating to all aspects of food safety, statutory health and safety and people management.



	Must Haves:

	Minimum of 1-3 years experience in transport planning, logistics or supply chain, ideally in the food manufacturing or FMCG sector.

	Strong organisation and analytical skills with the ability to handle multiple priorities.

	Proficient in Microsoft excel and familiar with transport management systems (TMS).

	Problem-solving mindset with the ability to work under pressure in a fast-paced environment.

	Excellent communication skills with the ability to communicate with internal and external partners.

	Knowledge of UK/EU transport legislation, drivers hours, and tachograph rules.



	Role Specific Accountabilities:

	1.
	Accurately route plan and schedule vehicles in order to meet pre-agreed times into collection and delivery sites, including maintenance workshops in line with the planned maintenance schedule.  Actively seek out backloads so there is no empty running.

	2.
	Provide instruction, support and guidance to drivers and agency workers as required, before and during their shift.  Effectively track drivers using the relevant systems ensuring communication regarding delays/issues and any unauthorised routes/delays with drivers are escalated.

	3.
	Create weekly rota and assign drivers to allocated runs, ensuring compliance with legal requirements.  Manage and implement solutions to adjustments or changes to routes, loads and / or drivers.

	4.
	Debrief drivers upon return to site, ensure driver cards are downloaded, POD’s are captured and paperwork checked for accurate completion, note any discrepancies.  

	5.
	Create and maintain a structured daily driver costing sheet that tracks all relevant expenses for drivers and ensures they stay in budget.

	6.
	Main customer satisfaction; communicate regarding in and out times of deliveries and collections ensuring that depots are notified of any issues in advance.  Effectively resolve any issues that occur.

	7.
	Ensure accurate transport administration in accordance with procedure.  Maintain up to date records in the Company’s chosen transport management system (TMS).

	8.
	Provide daily administrative support to the Despatch team, ensuring smooth operations, accurate documentation and timely communication.

	9.
	Complete a daily handover for the following shift noting any issues or any information which will need to be handed over.

	10.
	Carry out reasonable requests made by your manager which are connected to your role and make use of your skills.

	This list of accountabilities is not intended to be exhaustive but gives a general indication of duties and responsibilities.  All employees are expected to work in a flexible manner and acknowledge that duties not specifically covered in their job description are not excluded.

	Core Requirements when undertaking the role:-

	1.
	To carry out duties for which instruction or training has been provided.

	2.
	Communicate effectively with others at all times.

	3.
	Demonstrate tasks and accountabilities competently at all times, including visits and audits by external parties

	4.
	Work effectively as part of a team.

	5.
	Effectively comply with all company policies, procedures and standards.





	Health and Safety Responsibilities

	To ensure company and statutory Health and Safety regulations and requirements are met at all times.

	General:
· know, understand and comply at all times with the operational rules and health and safety procedures applicable to them;
· assist any colleagues or visitors in the event of a hazardous situation or act;
· reach out to their supervisors, particularly when it comes to health and safety issues;
· report minor accidents, near-accidents and hazardous situations;
· report ideas for improvements.

	Within your scope of work:
· participate in risk assessments related to their teams, activities, work environments and new projects;
· if necessary, help implement the defined prevention measures and initiatives (risk assessment, prevention programmes);
· if necessary, participate in analysing the causes of any significant events (lost-time accidents, non lost-time accidents and significant near-misses);
· participate in field discussions with managers on the human aspects of prevention (Behavioural Safety Visits, STOP observations, etc.);
· participate in information and communication initiatives carried out by managers (e.g. Prevention Minutes, Safety Contacts, etc.).



	EPIC Values

	Excellence
	Positivity
	Innovative
	Co-operation

	· Set and maintain high standards.
· Be accountable and lead by example.
· Encourage continuous improvement.
· Work with integrity – winning the right way.
· Have pride and passion in what we do.
· Actively develop people.
	· Have a can do attitude.
· Act as ambassadors for our business and departments.
· Be tenacious.
· Have a belief in ourselves and our teams.
	· Inspire and promote creative thinking.
· Drive ideas and innovation in all areas of the business.
· Encourage input from all.
· New ways of working.
· Agility to change.
· Entrepreneurial spirit.
	· Put teamwork at the heart of everything we do.
· Promote sharing and best practice across teams both in the BU and in the Group.
· Be engaged – one team, bought into common goals.
· Show respect for the individual looking after our employee’s wellbeing.
· Driving sustainability.
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