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JOB DESCRIPTION

	Job Title
	LOGISTICS WAREHOUSE MANAGER

	Location
	BLACKBURN

	Reports to
	PRODUCTION DIRECTOR

	
	

	Post number
	


	Main purpose: The Logistics Warehouse Manager will direct and drive Goods Receiving, Warehousing and Distribution operations. They will oversee the efficient receipt, storage, value adding service and dispatch of a wide variety of envelope and bag products. Develop improvements to the Distribution operation and the wider supply chain, this will include working with customer supply chains to identify and implement optimal delivery solutions. Working cross functionally with both internal and external key stakeholders.



	Staff management responsibility: You will be responsible for all warehouse personnel.



	Main duties and responsibilities

· Processing orders

· Strategically manage the warehouse in compliance with the company’s policies and procedures

· Organise the despatch and delivery of goods

· Oversee receiving, warehousing and distribution operations

· Setup layout and ensure efficient space utilisation

· Initiate, co-ordinate and enforce optimal operational policies and procedures

· Adhere to all warehousing, handling and distribution legislation requirements

· Maintain standards of health and safety

· Manage stock control and reconcile with data storage systems

· Liaise with clients, suppliers and transport companies

· Plan work rotas, assign tasks appropriately and appraise results

· Be involved in the recruitment process of warehouse personnel, coach and motivate new warehouse personnel

· Produce reports and statistics regularly (in/out status report, dead stock report etc.)

· Receive feedback and monitor the quality of services provided

· Keep staff fully trained

· Manage timesheets

· Develop plans which delivers continuous improvement and cost led initiatives, this will cover all internal and external stakeholders

· Develop and maintain strong communication processes to ensure smooth and efficient flow of accurate information

· Manage 3PL.

Requirements – skills/knowledge/experience:

· Proven track record of working with a manufacturing distribution environment
· Expertise in warehouse management procedures and best practices

· Proven ability to implement process improvement initiatives

· Strong knowledge of warehousing KPI’s

· Hands on experience with warehouse management software and databases

· Leadership skills and ability to manage staff

· Strong decision making and problems solving skills

· Excellent communication skills

· Supply chain management or business administration qualifications.

· Able to identify, implement and support training needs

· Organise optimum shift patterns across 3 shifts to meet operational requirements
· Attend daily planning meetings with senior management

· Oversee quality assurance on all loads to maintain quality of outbound goods

· Complete monthly stock-take and investigate any discrepancies arising from stock take

· Record and document FLT checks in line with company process

· Be responsible for investigations/disciplinaries when required

· Maintain and ensure that H&S regulations are adhered to at all times

· Positive/can do attitude with a drive for continual improvements
· Flexible approach and ability to deal positively with change.
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