JOB DESCRIPTION

JOB TITLE:

WAREHOUSE CO-ORDINATOR/ BUYER

Reviewed: 

15.04.2015
Name: ______________________________

POSITION DESCRIPTION

Job Title:

WAREHOUSE CO-ORDINATOR/ BUYER 

Department:

WAREHOUSE
PURPOSE OF POSITION

· To do the consumable purchasing in the company
· To ensure delivery notes are signed a brought back.
· To supervise all warehouse assistants and drivers according to warehouse organigram.

· To receive and dispatch all goods arriving and leaving the stores and the safety of goods in transit.

· To check drivers receipt books and money collected

· To make sure drivers fill in a vehicle check list every morning before leaving the office.

· To handle customer complaints for bad driving and to handle situation accordingly.

KEY PERFORMANACE AREAS

· Consumables purchasing
· Following up on backorders and informing consumables department

· Making delivery scheduals

· Transferring of stock to warehouses

· Receiving and dispatching of goods
· Security of goods

· Courtesy

· Marking off POD’s and laserfisching them

· Filing

· Writing out Petty cash slips for drivers and collecting receipts back for amount given

· Making delivery scheduals on a daily basis

DUTIES AND RESPONSIBILITIES

DUTIES AND RESPONSIBILITIES FOR CONSUMABLES

· To control the movement of documentation of stock in all office automation products in warehouse

· To perform the consumable purchasing of goods as requested by consumables department and inhouse.

SALES STOCK REQUIREMENTS

· To create orders and process on As 400

· To schedule all collections and deliveries between Polokwane and Tzaneen Branches

· To organise the loading and offloading as well as routing the vehicle

· To check and monitor Marula Mine stock holding and liaison with technician on site

CENTRAL PURCHASING

· To ensure that the correct quantity of goods are requested by consumables sales executives and purchased accordingly.

· To ensure that all the documentation is checked before signing for the goods purchased

· To monitor the movement of all purchases including transfers via the branch

· To ensure that the correct quantities and products are received
· To ensure the good quality, packaging and condition of the goods before receiving or dispatching them

DISPATCHING OF GOODS

· Picking of stock according to the invoice and placed in boxes for different delivery areas

· Drawing up a delivery schedule on a daily basis according to delivery days in areas

· Checking stock with the driver when loading for delivery.

SECURITY OF GOODS

· To monitor and control the security of goods leaving the warehouse

VEHICLE CHECK LIST

· To ensure the driver fills in and checks the vehicle on a daily basis according to the Vehicle check list, and to report any damage or problems to the relevant persons.

ADMINISTRATION
· Filing of all documentation

· Marking off POD’s and laserfishing them

· Giving all POD’s for Franchises to HR administrator for payment

COURTESY

· To treat customer, suppliers and representatives with courtesy at all times.

AUTHORITY

· Accepting full responsibility for all duties in key performance areas relating to the franchise.

OTHER ASSIGNMENTS
· To assist all warehouse staff in key areas when the need arises

· To uphold company standards at all times

· To assist in any other duties which may be of assistance and benefit to the company.

STOCK TAKE
· To ensure that all outstanding transactions are completed and that manual invoices are captured before stock taking can begin.

· Ensure that stock sheets are printed.

· Count stock according to product code and bin locations.

· After the manual count, the data is captured on the AS400 and the variances are checked.

· Stock reports are printed the following morning.

· Stock takes are done on a monthly basis.

I AGREE TO ALL THE TERMS AND CONDITIONS AS STIPULATED ABOVE

__________________________                          ___________________________

EMPLOYEE                                                                      DATE

__________________________                           __________________________

DEPARTMENT MANAGER                                           DATE

__________________________                           ___________________________

L L  ROBINSON                                                               DATE

HR ADMINISTRATOR 
