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	Job Title:
	Despatch Operative

	Job Family:
	Despatch

	Reports to:
	Team Leader – Finishing dept


JOB PURPOSE:

This Job Description is intended as a guide to the type of role the Job Holder is expected to perform. As the nature of our business can vary with changes in customer requirements and operating procedures the following tasks are the key duties of the role, but it is understood that the Job holder will undertake any function in which he/she is adequately trained or competant. If in time, significant changes to the role are experienced, a new Job Description will be issued.

To operate a pharmaceutical leaflets application machine, meeting the planned ouput for quality, volume and yield to customer requirements.

DIMENSIONS:

	Financial:
	

	Turnover
	

	Added Value
	

	
	

	Non Financial:
	

	Direct Reports
	

	
	

	
	


KEY ACCOUNTABILITIES:
· To work in a safe manner adhering to laid down health and safety procedures, reporting all accidents an dangerous occurrences to Management
· To meet the quality standards and planned volume to optimum output, with minumum waste.

· Produce courier labels for pallets and boxes.

· Maintain a high level of housekeeping to pharmaceutical standards.

· Undertake all duties in accordance with current operating proceedures and quality policies. The job holder should ensure that they are aware and understand all such policies and procedures. 

· Assist in general and routine maintenance of packaging machines and equipment and to advise the supervisor or senior management of any preventative or additional maintenance required.

· Willingness to assist with other reasonable tasks within the job holders ability as required.

KNOWLEDGE, SKILLS, EXPERIENCE

· Carry out all functions in accordance with the company ISO 9001/2000 Quality standards with reference to internal policies and procedures.

· Ability to communicate effectively and accurately with both colleagues and management.

· Ability to record accurate information into the various computer systems (e.g. VWT,Pecas etc) and ensure accurate and legible documentation.

· Willing to work to and achieve daily targets.

BEHAVIOURS:

· Work in compliance with the company’s Health & Safety Policy Statement taking reasonable care of self and colleagues.

· High Quality Standards with attention to detail

· Results focused

· Good standard of timekeeping and attendance
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