Job Description
	For HR use only
	Vacancy Ref: 4274


	Service
	Environment, Housing and Leisure

	Service Area and Team
	Housing, Property and Construction – Stores and Waste

	Post Title
	Assistant – Stores and Waste

	Grade
	Scale 6

	Reports to 
	Senior Storekeeper

	Responsible for (employees or equivalent)
	N/A

	Job Purpose 

	The post holder is required to support the Authority’s stores provision to support the delivery of the Housing Repairs and Maintenance service as well as the Authority’s Construction offer. This will include all associated administration as well as taking of receipt of bulk deliveries from our suppliers, along with serving customers.




	Job Content

	Liaise with purchasing, finance and operations regarding stock queries
Provide information as requested by key stakeholders
Receive deliveries checking all details prior to processing on relevant systems
Issue stock in accordance with latest procedures especially as regards authorisation levels
Perform stock takes according to timetable and investigate discrepancies as requested by team leader or senior assistant.

Ensure all information is processed as soon as possible and that all records are

up to date.

Ensure comply with businesses waste management strategy.

Ensure aware of latest lay out and requirements as regards all storage areas

and maintain to highest standard possible
Maintain accuracy of information 
Plan all work activities to achieve contractually specified timescales 
Provide full cover for all areas of the stores and waste facilities by ensuring

skills are kept up to speed and regular rotation of tasks
Strive to achieve top quartile performance and best value
Take a pro-active approach and reasonable care for the health and safety of themselves and others who may be affected by their activities at work, including occupants, visitors and members of the public
Report on any hazards or unsafe practices
Act in a professional manner at all times
Ensure protective clothing and Health and Safety equipment provided is used correctly and when required, in accordance with risk assessments
Co-operate with health surveillance programmes
Maintain a working environment that is safe and without risk to health in accordance with Health & Safety, Health and Environment management system (‘SHEMS’)
All duties and responsibilities should be carried out in accordance with agreed Maintenance Policy and Procedures, having regard to NTC policy commitments to efficient service provision, promotion of Equal Opportunities and diversity, Corporate Social Responsibility and good employee relations
Any other duties and responsibilities as may be determined after consultation between management and the post-holder, having at all times full regard for the service area’s competitiveness, efficiency and general viability.
Ensure your business area is presented in a manner that reflects Maintenance image / & values

Of the Council 
To provide routine Holiday and sickness cover for role of other Auxiliaries & Assistants
Able to work flexible hours


	Climate Change Values and Behaviours  

	· We encourage innovation and the generation of new ideas in the way we do things, including increasing the environmental sustainability of our services


	Special Requirements of Post

	Working Conditions e.g. working outdoors 
	A mix of office-based work along with attendance on a variety of council operational sites

	Working Arrangements e.g. evenings, weekends, shifts
	Flexible working arrangements with occasional weekend stock taking attendance. 

	Physical Requirements e.g. driving, lifting, working in constrained positions
	Ability to travel across the borough


	DBS and Safeguarding Checks required 
	N/A.

	Responsibility for Safeguarding or extent of contact with children, young people and/or adults at risk of harm.
	No

	Politically Restricted?
	No


Person Specification

	Job Criteria

	Factor
	Essential
	Desirable
	Assessment method

	Knowledge
	Ability to identify locate and issue stock upon request (after an appropriate training period)
	
	Training provided

	Qualifications and Training including Professional Registrations required
	Ability to obtain and then maintain forklift truck license
	Basic computer literacy
	Training provided

	Skills & Experience
	Must be able to meet physical requirements of the post
Ability to communicate with variety of stakeholders – managers, suppliers,

operatives and coworkers.

Ability to challenge inappropriate behaviour at all levels. 

Able to understand and comply with oral/written instructions as regards health and safety within the working environment.
To be able to work unsupervised

Ability to learn local procedures within a waste management area
	
	

	Special requirements

	Factor
	Essential
	Assessment method

	Occupational requirements under the Equality Act 2010 e.g. age, sex, religion


	
	


[image: image1.png]North Tyneside Council




Please note if you intend to use your own vehicle (or non-council vehicle) for business mileage you must hold the relevant driver’s licence, MOT and insurance documentation.










