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Job Description

	For HRU use only
	Ref: 3119


	Directorate
	Health, Education, Care & Safeguarding

	Section/Location
	Loan Equipment Team, Unit G7 & 8, Oslo Close, Tyne Tunnel Trading Estate, North Shields. 

	Post Title
	Warehouse/Logistics Apprentice Level 2 

	Permanent/Temp
	Fixed term 18 months

	Grade
	Apprentice

	Responsible to
	Senior Equipment Technician

	Job Purpose

	As an apprentice you will be required to develop skills, knowledge and experience in all aspects of warehousing and logistics in the provision of equipment to support daily living. This will be via on the job training and formal training within a classroom environment to gain knowledge and understanding to provide and efficient and effective logistics role.

You will attend regular meetings with your work supervisor, have your work observed and attend “off the job” learning sessions with a local training provider or college. The apprenticeship programme will also require you to train for a fork lift truck driving licence and will include Functional Skills in Maths and English. 


	Job Content

	The Warehouse Apprentice will provide basic support to the Loan Equipment Service, with training and guidance from the Senior Equipment Technician.  You will:
· Assist with receipt of deliveries using powered pallet truck.

· Reconcile deliveries with advice notes and orders. 

· Store equipment into correct location/bays   

· Input stock received onto an IT system.
· Assist with picking lists and route management.
· Learn stock control and stock takes.
· Issue equipment to customers over the counter.
· Assist with raising orders with suppliers.  
· Deal with basic customer enquiries with the guidance of the Senior Equipment Technician.
· Operate corporate computer systems and bespoke IT system.
· Work in accordance with council set policies and procedures 

· Attend staff meetings and training, including work towards the learning elements of the role, as required


	Performance standards

	· Demonstrate professionalism in the work place

· Good customer service skills

· Ability to work as part of a team
· Awareness of Health & Safety
· Undertake the role in accordance with existing working practices

· Acknowledgement of the need for confidentiality
· Attendance and completion of the learning requirements of the apprenticeship


	Working conditions

	Working in a warehouse environment with appropriate personal protective equipment. Classroom based part of the apprenticeship will take place with a local training provider or college.




PERSON SPECIFICATION

	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	Basic IT skills (use of emaill, spreadsheets, word)

Good level of literacy and numeracy


	Awareness of Health & Safety

Awareness of confidentiality
	Application form

	Experience


	
	of practical work Some experience either through work experience or  study ie gardening, home repairs  
	Application & interview

	Special Requirements
	Enthusiasm

Good punctuality and ability to manage time well

Friendly, helpful and keen to offer good service to customers.

Motivated and willing to learn.

Willingness to learn to use a range of software.

Able to meet the travel requirements of post


	
	Application & interview
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