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JOB DESCRIPTION 
POST:	 		Operations Assistant
RESPONSIBLE TO: 	Operations Manager

Job Summary: 
· Typical warehouse activities, including manual handling and fork lifting
· To support the Operations Manager in day to day supervision of volunteers at the warehouse, cultivating a positive working atmosphere
· To support the Operations Manager in ensuring all operations at the warehouse are run efficiently and professionally, in line with The Welcome Centre’s policies and procedures
· To assist the Operations Manager with all aspects of stock management
· To provide cover for delivery driver, ad-hoc collections, deliveries and food bank activities
· To deputise for the Operations Manager, when required
MAIN DUTIES AND TASKS:

General operational support
· Support the Operations Manager in ensuring health and safety and food hygiene requirements are met at all times
· Act as cover for delivery driver and wider operations team, when required
· Act as fire marshal and first aider
· Assist in organising and supervising other warehouse activities (recycling, renovations, event planning, socials etc.)
· To be committed to positive and proactive cross-site working

Stock management
· Stock ordering, as directed by Operations Manager
· Assist the Operations Manager in monitoring stock levels and maintaining accurate stock records for the warehouse
· Assist the Operations Manager in ensuring stock is received, processed, stored and distributed safely, in line with Health & Safety and Food Hygiene requirements.
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Wider Services
· Ensure the service operates smoothly and efficiently, in line with The Welcome Centre’s policies and procedures
· Ensure The Welcome Centre’s service is high quality and client focussed, identifying and implementing opportunities for service improvement

Volunteers
· [bookmark: _heading=h.cfkkq3jp5jqm]Lead on day to day volunteer rota, supervision and training of all volunteers based at the warehouse, including volunteer drivers, in line with The Welcome Centre’s policies and procedures
· Cultivate a working atmosphere reflective of The Welcome Centre’s ethics and values Ensure volunteers carry out their duties to a high standard, in line with The Welcome Centre’s policies and procedures



Other duties
· Work closely with the Operations Manager to identify opportunities to improve warehouse operations and systems
· Support the day to day running of the warehouse and wider Welcome Centre services by helping to cover for holidays and absences including other operational roles across both sites as required
· Undertake all administrative tasks with a high level of skill and accuracy, including word processing and maintaining data records
· Perform other such duties as may reasonably be required from time to time
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