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	Job Title  STORES PERSON

	CLOSING DATE
	

	

	JOB SUMMARY
	

	STARTING GRADE
	Grade 4 £17,563– 5 £18,062 Dependent on Experience - 
	DURATION
	Permanent

	HOURS
	37
	
	

	MAIN TASKS / DUTIES / RESPONSIBITLITIES

	
	· Receiving of completed components into the production stores.

· Issuing of kits to production.

· Completing perpetual stock takes as and when required.

· Support in the annual stock take.

· Returning unused components back into stock.

· Carrying out transactions using a computer-based stock management system.

· Providing support to goods inwards and the material store, which may involve the use of a fork lift.

· Housekeeping activities with in the stores areas.

· Supporting bearing stores and packing. 



	EXPERIENCE AND QUALIFICATIONS

	ESSENTIAL
	· Ability to work as part of a small team

· Computer experience

	DESIRABLE
	· Fork Lift License

· Store Experience

	JOB CONTEXT

	REPORTS TO
	· Amanda Wade – Head of Production Control

	PROBATIONARY PERIOD

	
	All employees in new jobs are required to undergo a six-month probationary period, during which suitability for the position is assessed.

	HEALTH AND SAFETY

	
	All employees are responsible for reading, understanding and carrying out the requirements of the company’s Health and Safety policy and for informing a relevant person if they become aware of any non-compliance with the policy or of any identified training need.

	CONTINUAL DEVELOPMENT

	
	The company requires individuals to identify and analyse their own training and development needs and to actively participate in the design of a development plan to meet these needs and the needs of the company.  This should be achieved through the appraisal process.

Employees should recognise and take advantage of development opportunities and should periodically review their own progress towards meeting previously agreed goals.
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