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Specification Job

Description

Job Title:
Stores Assistant

Grade:
MOA Spinal point 17 — 23
£26,943 - £30,216

Section:
Stores

Directorate:
Environment and Community Services

Stores Supervisor

Responsible to following manager:

Responsible for following staff:
Not applicable

Post Number/s:
TS600

Last review date: July 2024

expectations.

Working for the Richmond/Wandsworth Shared Staffing Arrangement

This role is employed under the Shared Staffing Arrangement between Richmond and
Wandsworth Councils. The overall purpose of the Shared Staffing Arrangement is to
provide the highest quality of service at the lowest attainable cost.

Staff are expected to deliver high quality and responsive services wherever they are
based, as well as having the ability to adapt to sometimes differing processes and

The Shared Staffing Arrangement aims to be at the forefront of innovation in local
government and the organisation will invest in the development of its staff and ensure
the opportunities for progression that only a large organisation can provide.

Job Purpose:

Responsible for providing a prompt and efficient stores service including serving,
loading and unloading vehicles, restocking and ensuring a clean and tidy working
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environment. You will also supply mainly highways and building materials to our
operational staff and keep our stores IT systems up to date.

Specific Duties and Responsibilities:
1. Issuing materials and items to operatives
2. Filling stores requisitions
3. Contacting suppliers about availability of materials

4. Ordering materials from suppliers and assisting with stores purchasing. Creating
purchase orders

5. Receiving deliveries from suppliers, loading and unloading materials

6. You must hold or be willing to train for a forklift truck and JCB loader licence

7. Maintaining stock levels and taking stock checks

8. Ensure stores and outside areas are kept in a clean and orderly manner.

9. Ensure stores are kept secure at all times.

10. Participate in winter gritting duties

11. Plan their works in a suitable manner to maximise their productivity and
performance. They should also have the ability to maintain records of
completed works and accurately record any amendments.

Generic Duties and Responsibilities

* To contribute to the continuous improvement of the services of the Boroughs of
Wandsworth and Richmond.

* To comply with relevant Codes of Practice, including the Code of Conduct and
policies concerning data protection and health and safety.
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To adhere to security controls and requirements as mandated by the SSA’s policies,
procedures and local risk assessments to maintain confidentiality, integrity,
availability and legal compliance of information and systems.

To promote equality, diversity, and inclusion, maintaining an awareness of the
equality and diversity protocol/policy and working to create and maintain a safe,
supportive and welcoming environment where all people are treated with dignity
and their identity and culture are valued and respected.

To understand both Councils’ duties and responsibilities for safeguarding children,
young people and adults as they apply to the role within the council.

The Shared Staffing Arrangement will keep its structures under continual review
and as a result the post holder should expect to carry out any other reasonable
duties within the overall function, commensurate with the level of the post.

Additional Information

Undertaking the standby scheme for the winter service on a rota basis and some
staff will be required to participate in the Emergency Out of Hours Standby Service
(including depot emergency cover and any additional out of hours service that is
required). Should be prepared to respond to the Councils major Emergency Plan
when required. E.g. sand bagging, storm damage etc.
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Current team structure

Director of Highways, Operations
and Street Scene

:

Transport and Stores Manager

Stores Supervisor

Stores Assistant
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Job Title:
Stores Assistant

Grade:
MOA Spinal point 23 (£30,216)

Section:
Stores

Directorate:
Environment and Community Services

Responsible to following manager:

Responsible for following staff:

Stores Supervisor Not applicable

Post Number/s:

TS600 July 2024

Last review date:

Our Values and Behaviours

CONNECT BETTER
LEAD BY EXAMPLE

PUT PEOPLE FIRST

Person Specification Requirements Assessed
by
A/l/T/C
(see below)
Knowledge Essential |Desirable| Assessed
Working knowledge of highways and building materials X A/l
Good working knowledge of the requirements of the Health X A/l
and Safety at Work Act
Experience Essential |Desirable| Assessed
Experience operating mechanical plant machinery e.g. X A/l
forklift truck and mechanical shovel
Experience working on different computer systems X A/l

5
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Skills Essential [Desirable| Assessed

Effective communication skills X A/l

Ability to work outside on all weathers X A/l

Ability to successfully manage large volumes of work X A/l

Ability to organise own work and to be able to work with X A/l
minimum supervision.

Ability to successfully co-ordinate several different tasks at X A/l
any one time, often with conflicting deadlines.

Ability to use own initiative X A/l

Ability to enter data and interrogate computer systems X A/l

An effective team player. X A/l

Must be able to demonstrate flexibility to meet demands of X A/l
working hours.

Qualifications Essential [Desirable| Assessed

Forklift operator trained X 1/C

A — Application form
| — Interview

T —Test

C — Certificate




