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JOB OUTLINE
Post:	Modern Apprentice – Logistics 
Service:	Communities and Economy 

Section:	Housing and Communities

Grade:	MA
Job Purpose:	Assist in the delivery of plant, transport and PPE related activities to ensure the effective day-to-day co-ordination to support the operational services of Housing Asset Services.

A. SECTION STRUCTURE CHART 
Plant and Materials Co-ordinator



Team Leader


Stores person


Modern Apprentice



B. KEY DUTIES & RESPONSIBILITIES

1. Assist the Stores person with the day-to-day provision of an efficient and effective PPE store supporting the operational delivery of activities undertaken by Housing Asset Services ensuring the departmental procedures and Council policies are adhered to at all times.              

2. Undertake various PPE related activities under supervision including requisitioning PPE, completing audits and maintain the PPE management system.

3. To comply in full with the direction of the stores person at all times with health and safety legislations, council policies, safety assessments, work procedures and safe systems of work.

4. Work as part of a team, under instruction, developing skills and knowledge of the safe use and operation, including the inspection of plant being returned on a daily basis for faults and ensure all plant is well maintained and logged.

5. Assist the stores person in the day to day support and management of the Housing Asset Services Fleet.

6. Develop and maintain close working relations with colleagues throughout East Ayrshire Council.

7. Work as part of a team, under instruction, developing skills and knowledge of the safe storage, including the routine cleaning and maintenance of a range of tools, equipment and machinery to allow work to be carried out safely and efficiently.

8. Assist the stores person to ensure that all plant prior to being booked out is in proper working order and has all the necessary certification in place.

9. Assist the stores person with Ladder inspections and PAT testing of equipment updating the relevant management information systems.

10. Prepare requisitions under the direction of the stores person for approval by the Team Leader ensuring all agreed purchases are timeously and accurately placed for delivery prior to commencement of planned works.

11. Work as part of a team, under instruction, with the Department’s waste management systems ensuring safe systems of work.


C. GENERAL RESPONSIBILITIES


12. Assist the stores person to ensure that any materials and equipment provided to support carrying out the duties of the post are properly secured in accordance with the Council’s policies and procedures.   

13. Ensure that the Council’s Customer First Service Commitment is followed in all dealings with the customers and clients of the Service.

14. Ensure that all activities for which the post holder is responsible are delivered in accordance with the Council`s Equal Opportunities Policy and its statutory and general and specific Equality Duties.

15. Comply with all instructions relating to the health and safety of employees at work and of service users through the implementation of the Council’s policy on health, safety and welfare at work and departmental Health and Safety arrangements in accordance with all relevant statutory requirements.

16. Promote the health and safety of employees at work and of service users through the implementation of the policy on health, safety and welfare at work and Service Health and Safety arrangements in accordance with all relevant statutory requirements, leading by example. 

17. Ensure all activities for which the post holder is responsible are delivered in accordance with Council’s Equality and Diversity Policies and the statutory and general specific Equality Duties. 

18. Ensure that the Council’s Customer Charter is followed in all dealings with the people we serve. 

19. Adhere to the Council’s policies and procedures for good records management across the Services, ensuring that the correct information is created, maintained, stored and retrieved in accordance with business need and statutory and legislative requirements. 

20. Participate in the East Ayrshire General Employee Review (FACE) process annually in accordance with the Council’s procedures. 

PERSON SPECIFICATION
	Designation: Modern Apprentice
	Post No:

	Service: Communities and Economy
	Section: Housing and Communities



	Attributes:
	Essential Criteria
	Desirable 

	
Qualifications
	3 x Nat 5s including English & Maths.
	

	Knowledge & Skills
	Able to work as part of a team
Awareness of health & safety
Be able to take instruction
Computer skills
	Good communication skills
Previous knowledge of a trades background

	Experience

	
	 



	Employees are the FACE of East Ayrshire and are expected to demonstrate our FACE qualities and behaviours

	Quality 
	Behaviour

	Flexible 

	· Have an open mind and look for better ways of doing things.
· Embrace new technologies to improve services for the people we serve.
· Welcome opportunities to learn and grow.

	Approachable
	· Develop positive and productive relationships with everyone.
· Listen, notice, respond and engage.
· Manage our reactions and think about how our behaviour affects others.

	Caring
	· Embrace working in a team and working with others.
· Take pride in your role, serving our community and strive to be the best we can be. 
· Be kind to others and to ourselves.

	Empowered
	· Have the courage to try new things.
· Work with others to find the best solutions.
· Help everyone to realise their full potential.
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