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JOB DESCRIPTION

Job Title:


Van Driver Stonepillow Retail
Reports to:


WAREHOUSE & WORKSHOP CO-ORDINATOR
Place of work:

Stonepillow Chichester Restore, Terminus Road Chichester
Hours:
Monday to Friday (with alternate Saturdays for which time off in lieu will be given) Some Bank Holiday working may be also be required
Job purpose: 

To undertake manual lifting and driving work to provide an efficient delivery and collection service to our clients, donators and customers.
As a delivery driver you have an important responsibility to ensure that all deliveries and collections are carried out promptly and in a safe, professional and effective manner.
Main Responsibilities of the Job:
· To collect and deliver furniture, white goods and other items.
· To supervise and assist with the loading and unloading of items.

· To manage customer expectations in a polite and courteous manner.

· To maintain clear and accurate computer records, including gift aid forms. 
· To drive the Organisation’s vehicles in a safe and legal manner at all times.
· To keep the Organisation’s vehicles clean inside and out.

· Report any vehicle maintenance issues.

· Follow all safety regulations and precautions.
· To be an ambassador of Stonepillow.
1. Other Requirements
· Interact, supervise, mentor and deliver training to Retail volunteers and trainees ensuring they work in a safe and professional manner, providing exceptional customer service to our customers.
· Be alert to traffic conditions and road congestion making appropriate changes to routes to avoid unnecessary delay.
· Drive with the utmost safety and care to minimise the risk of road traffic accidents and hazards.
· Care for and ensure the economic use of company vehicles when driven.
· To attend staff meetings.
· Have the ability to use a computer for accurate record keeping.
· To develop an understanding and knowledge of the Organisation and the range of services provided as described in the competencies for the post.
· To be physically able to manage the safe lifting of heavy loads.
· To undertake such other reasonable duties as may be required in the interest of Stonepillow.
2. Communications and working relationships

To be a good team player and work constructively with colleagues and managers in all aspects of the post holders work. Contribute positively to meetings such as supervision, appraisal and training events.

To maintain a professional approach to all communications with external agencies and visitors.

To supervise and assist volunteers/trainees in a professional manner.

3. Health and Safety
To ensure the health, safety and security of staff, trainees, service users, volunteers and members of the public on the premises in all locations in line with the projects procedures.
4. Confidentiality
This policy covers all Stonepillow employees and volunteers, all of whom will be required to sign a confidentiality agreement as part of their terms and conditions of employment.  Anyone working for Stonepillow who breaches the agreement will be liable to disciplinary action under the Staff Disciplinary Procedure.
To comply with insurance restrictions applicants must be over 25 and have held a full UK driving licence for 2 years.
Appointment to this position is subject to satisfactory enhanced disclosure via the Disclosure & Barring Service
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