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Job Description


	A
	Post Details



	
	Job Title:
	Stores Manager


	Function:
	Engineering

	
	Location:
	Ashford

	Unique Post Number:


	

	
	Reports To:
	Depot Manager 

	Grade:
	MG1

	B
	Purpose of the Job 

Accountable for ensuring Materials, Stores and Records are kept in compliance of Engineering Department, Quality and Safety Standards as well as ISO 9001 Quality Standards in order to supply an effective stock control service to the Materials Manager.



	C
	Principal Accountabilities & Accountabilities



	C1

C2

C3

C4

C5

C6

C7

C8

C9

C11

C12
	Responsible for leading and directing the stores team ensuring that all materials are received, stored and issued in accordance with local procedures ensuring that products are in a serviceable condition when used. Ensure all stores IT systems are upheld and maintained by all stores staff.

Responsible for the production, implementation and continuous improvement of procedures/work instructions that are required to ensure that the team performs the stores activities in a professional and consistent manner.

Responsible for reviewing, reporting and monitoring daily DEMB issues raised within the stores that may affect the material supply.

Accountable for ensuring that stock takes are undertaken in accordance with the agreed procedures.

Accountable for keeping all areas where material is stored clean and tidy and ensure that materials are only stored in designated locations.

Responsible for the development and implementation of an agreed set of rosters for your team ensuring that there is sufficient capacity to meet the requirements of the Production Department and enable efficient flow of delivered materials.

Monitor and report on material supply problems either from Unsatisfied Material Demand (UMD) or from abnormal stock holdings.

Responsible for the development of your team to ensure that they have all the skills required to professionally undertake their roles in accordance with their job description and the local operating procedures. Managing the team in accordance with the company HR procedures including discipline, attendance, annual leave, etc.

Ensure stock held at Ashford is secure (and non stores personnel do not have access to parts directly), safe and accurately recorded and accounted for on an ongoing basis. Particular attention is required to ensure attractive components are stored and managed properly.

Maintain records including daily worksheets and reconcile with IDT. Assist purchasing officer with recommend order processing on IMACS.

Maintain and manage repairable & warranty rejections, failures including processing relevant claims.



	D
	Decision making Authority



	D1

D2

D3
	Authorised to make decisions regarding the issue, storage and sometimes ordering of materials for use on rolling stock.

Authorising Transport and logistics requirements.

Authorising the staff’s rosters, leave and over time.


	E
	Report Preparation



	E1

E2

E3

E4
	Weekly stock accuracy reports and analysis

Monthly stores KPI – Graphical analysis

Annual leave records

Staff roster



	F
	Contact With Others



	F1

F2

F3

F4

F5

F6

F7
	Materials Team

Production Staff

Technical Team

Suppliers

Delivery Drivers

Head Office Procurement Department

Contractors



	G
	Most Challenging and/or Difficult parts of the Job



	G1

G2

G3

G4
	Managing staff in ensuring that all aspects of their duties are consistently carried out in accordance with set policy ad procedures.

Controlling stock and stores security
Keeping accurate records of stock used

Checking incoming parts to ensure faulty or wrong parts are rejected.



	H
	Person Specification:



	H1
	Experience, Knowledge & Qualifications

5 years experience in stores environment with managerial responsibilities.

NVQ level 4 in logistics and stores warehousing or equivalent

Excellent communication and negotiation skills required to lead and motivate team

Experience in materials / procurement environment 

Familiar with T&RS systems and material requirements (desirable)

Computer experience – Advanced use of Excel/Word /Powerpoint & Access

IMACS and CODA

Forklift driving license (essential)

ILM 3 (Working Towards)

ISOH Qualification 



	H2
	Behaviours and Skills – Essential

Problem solving skills.

Commercial Awareness.

Planning and organising- Organises and schedules events, activities and resources.

Good communication skills.  

Leadership skills and the ability to motivate others.

Honesty & Integrity- Is transparent and honest and takes full responsibility for actions.

Professionalism.

Analytical with excellent attention to detail.



	H4
	Behaviours and Skills – Desirable




	I
	Additional Information



	
	

	J
	Dimensions of the Job



	J1


	Financial – Direct:
	None

	J2


	Financial – Other:
	Yes

	J3


	Staff Responsibilities – Direct:
	4

	J4
	Staff Responsibilities – Other:


	None 

	J5
	Any Other Statistical Data:


	Control of Site Stock 

	K
	Acknowledgement



	K1
	Prepared By:


	
	Date:
	

	K2
	Head of Department:


	_______________
	Date:
	______________

	K3
	Compensation & Benefits Manager:


	_______________
	Date:
	______________

	K4
	Acknowledgement of receipt by Post Holder:
	_______________
	Date:
	______________
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