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JOB DESCRIPTION

JOB TITLE			Warehouse Assistant
DEPARTMENT			Retail

REPORTS TO			Retail Assistant Manager 



BACKGROUND

Longleat is an innovative and pioneering organisation with a distinctive heritage. Our guests receive a unique, immersive and authentic experience when they visit whist we strive to protect and preserve our natural and built heritage.

We rely on talented people who are able to demonstrate exceptional technical skills and have personal characteristics to live up to the high standards of the brand.


OVERALL PURPOSE OF THE ROLE

To carry out general warehouse duties as directed by the Retail Assistant Manager. To be aware of, and follow, warehouse safety procedures.

KEY DUTIES AND RESPONSIBILITIES

Key Duties Include; 

· Picking and delivering stock from stores by driving company van as required
· Maintaining electronic records of all stock movements to ensure stock levels are correctly managed
· Receiving, moving, checking and processing incoming goods
· Checking and inspecting goods received ensuring they are of accurate quantity, type and acceptable quality.
· Loading and unloading lorries of vans
· Labelling goods that have arrived at the warehouse
· Co-ordinating dispatch and deliveries with transport companies
· Maintaining a tidy, safe and organised environment
· Carrying out regular stock checks to ensure that adequate supplies are maintained
· Maintaining contact with relevant outlets to ensure that stock items and levels are appropriate to their requirements
· Storing stock away safely
· Monitoring stock levels and advise manager of any issues
· Ensuring accuracy of all paperwork
· Assisting in other duties as reasonably requested by the Warehouse Manager
· The above list of job duties is not exclusive or exhaustive and the post holder will be required to undertake such tasks as may reasonably be expected within the scope of the role. 











	




PERSON SPECIFICATION
JOB TITLE			Warehouse Assistant
DEPARTMENT			Retail

REPORTS TO			Retail Assistant Manager 
	

OUR VALUES AND BEHAVIOURS

Our cultural values and behaviors are at the heart of how we run our business. We all share the same values no matter what the role or what part of the business we work in so when we recruit we place equal emphasis on technical ability and personal attributes to match our brand values.

We Engage and Inspire – We focus on engaging and inspiring our guests, delivering unique and lifelong memories. 

We Put People First – We value our people, encourage their development and regard their performance 

We act with Integrity – We work in a principled, open and conscientious manner.

We Continuously Improve – We embrace change and pursue excellence in everything we do. 

We Take Accountability – We are personally accountable for delivering on our commitments.

KNOWLEDGE, SKILLS AND QUALIFICATIONS REQUIRED
 

	KNOWLEDGE, SKILLS & EXPERIENCE

	Essential Criteria
	Desirable Criteria

	· Excellent numeracy and organisational skills
· Attention to detail
· Physically fit and able to lift boxes
· IT skills
· Good administrative skills and experience
· Ability to work under pressure
· Able to work as part of a team
· Reliable
· Full Driving Licence

	· Experience of stock control
· Fork lift truck licence









REMUNERATION PACKAGE SUMMARY 

JOB TITLE			Warehouse Assistant
DEPARTMENT			Retail

REPORTS TO			Retail Assistant Manager 


SALARY:			National Minimum/Living Wage
	
PAY FREQUENCY:		Monthly

HOURS OF WORK:	Fixed Term Zero Hours contract, with hours to vary over a 7 day rota, including weekends and bank holidays as required.
							
NOTICE ENTITLEMENT:		1 week (3 month probationary period)

HOLIDAYS:	29 days inclusive of bank holidays pro rata, increasing to 31 days after 5 years’ service.

PENSION:	GPP – Royal London (7% Employer Contribution)

LIFE ASSURANCE:	4 times salary 

SICK PAY:	6 to 12 months service – 1 week full pay; 1 year to 5 years; – 4 weeks full pay; over 5 years; – 13 weeks full pay

STAFF DISCOUNT:	Discounts off retail merchandise; food and beverage.
Complimentary tickets to Longleat (18 per annum).
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