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	JOB AND PERSON SPECIFICATION



	Job Title:
	Despatch Supervisor

	Reporting to:
	BUUK Logistics Operations Manager


	Role Grade Level:
	Team Leader / Supervisory
	Areas:
	Logistics



	Job Purpose:-

	To manage the daily operation of the despatch function to ensure customer orders are fulfilled accurately, on time and in compliance with food safety, quality and legal requirements.  Be accountable for all activities required to achieve delivery performance targets and operational efficiency.

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:

	Previous experience in a supervisory role within food manufacturing, FMCG, or logistics.

	Strong leadership, communication and team management skills with the ability to motivate and develop a team.

	Excellent organisational skills and attention to detail.

	Good knowledge of ERP/WMS systems and MS Office

	Flexible, reliable, and able to thrive in a fast-paced environment.



	Role Specific Accountabilities:

	1.
	Organise, manage and oversee the despatch team to ensure adequate resources are deployed in line with cost controls and delivery targets.  Provide clear direction, motivation, and support all team members through effective management and positive leadership.  Promote a culture of accountability, teamwork, and continuous improvement within the despatch function.

	2.
	Manage KPI’s and take action to ensure they are met on a daily and weekly basis.  Review progress to ensure optimal performance and efficiency, addressing and responding promptly to any issues or bottlenecks in the area to implement solutions and conduct root cause analysis to improve workflow and productivity, involving the team and providing effective communication.  

	3.
	Ensure stock rotation is carried out in accordance with the FIFO process, with all used and unused products accurately documented to maintain full traceability and compliance with stock rotation requirements."

	4.
	Oversee accurate and timely data entry into the ERP system, ensure all paperwork and documentation are completed correctly, in adherence to established procedures, while maintaining data integrity."

	5.
	Work in strong collaboration with Production and Transport teams and deputise for the BUUK Logistics Operations Manager as and when required to ensure seamless operations that meet business needs.

	6.
	Manage the despatch team to ensure adherence to established procedures, overseeing the inspection of outgoing finished products for quality and accuracy, while ensuring correct labelling, documentation, and tracking information are completed in line with company standards.

	7.
	Manage and oversee sickness absence including return to work interviews and address disciplinary and grievance issues with guidance from HR. Challenge any underperformance through positive support, coaching, additional training when necessary, initiating formal action in accordance with procedure and guidance from HR when required.

	8.
	Ownership of all recruitment within the despatch area in accordance with the recruitment process.  Be responsible for temporary workers ensuring operating to the correct standard for business needs.

	9.
	Evaluate the performance of the team using the Company’s appraisal system, including personal development plans.  Ensure the team are trained and competent in all tasks set and ongoing training needs are identified and skills and knowledge enhanced.

	10.
	Ensure a high standard of housekeeping is maintained throughout the despatch area by driving Good Manufacturing Practices.  Conduct GMP and Health and Safety audits reinforcing a positive behaviour and dealing with non-compliance by educating and directing employees.

	11.
	Work alongside other departments to address despatch issues and achieve despatch goals, demonstrating and applying company values at all times.

	12.
	Be a Mental Health First Aider in order to recognise and respond to mental health challenges in the workplace.  

	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.

	6.
	Applies attention to detail to ensure paperwork is completed accurately.

	7.
	Proactively evaluates performance of area and identify ways to improve performance on a day to day basis.

	8.
	Ensure GMP standards are effectively monitored and maintained in the area.



	Health and Safety Responsibilities

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

	General:
· demonstrate their exemplariness and are uncompromising when it comes to compliance with operational rules and health and safety procedures within their area of responsibility;
· visibly demonstrate their health and safety involvement on the ground;
· are attentive to employees’ needs, particularly on health and safety issues;
· validate exemplary behaviour/actions and celebrate good health and safety results;
· communicate regularly on health and safety issues;
· encourage employees to report minor accidents, near-accidents and hazardous situations, as well as ideas for improvements;
· ensure that health and safety rules are applicable, known, understood and followed;
· trigger the disciplinary process whenever necessary;
· develop a proactive health and safety culture.

	Within your scope of work:
· actively participate in risk assessments related to their teams, activities, work environments and new projects;
· -participate in and/or ensure the maintenance and implementation of the defined prevention measures and initiatives (risk assessment, prevention programmes);
· -participate in devising health and safety measures and operational rules and ensure the implementation of action plans within their area;
· -ensure and/or participate in the training of employees: onboarding, job performance, risk management;
· -actively participate in analysing the causes of any significant events (lost-time accidents, non lost-time accidents and significant near-misses);
· -carry out technical and operational audits on the risk control process (e.g. field tours, inspections, etc.);
· -carry out field discussions with employees on the human aspects of prevention (Behavioural Safety Visits, STOP observations, etc.);
· -organise and run information and communication initiatives for their employees (e.g. Prevention Minutes, Safety Contacts, etc.);
· -involve employees in all these various health and safety processes using appropriate and pertinent methods.



	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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