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Job Outline
	Post:			
	Stores Assistant

	Location:
	Brora

	Hours:
	35 Hours Per Week

	Duration:
	Permanent

	Cluster:
	Place

	Grade:
	HC04

	Contact Name:
	Linda Munro

	Contact email:
	Linda.munro@highland.gov.uk



Job Purpose : to assist in the operation of the Stores & Logistics for Council-wide supply, including salt, bulk fuel and roads materials.
Job Description – Key Duties and Responsibilities
1. Keep up to date stores records in accordance with HC Stores OP715
2. Checking of goods received
3. Process issues of stock and parts as appropriate.
4. Carry out monthly stock checks.
5. Input of data to CIA Inventory, and other data base systems.
6. To assist in the maintenance of records for the issue of PPE.
7. To assist in the organisation of stores to ensure efficient operation.
8. Liaison with external contractors.
9. Assist with the requisitions, allocation and utilisation of plant and materials.
10. Promoting, developing and maintaining internal and external partnerships and relationships.
11. Operate a forklift truck (training will be given).

Other Duties : 
The postholder may be required to undertake any other duties appropriate to the level of the post. 
Duties and responsibilities will vary from time to time. 
Person Specification
Essential Attributes
In order to be able to carry out the duties of this post effectively and safely, candidates will be able to provide evidence of the following.
· An appropriate qualification and /or a high level of appropriate experience and expertise in stores operations.
· The ability to generate enthusiasm and commitment for the Council’s strategies, vision and values.
· The ability to build and maintain strong external partnerships that deliver value to the Highlands.
· Commitment to the health, safety and wellbeing of employees and customers.
· Experience of effectively managing customer consultation and processes to best meet customer requirements and deliver best value.
· Experience of improving service delivery through maximising the benefits of Information Communication Technology.
· Excellent communication skills, including negotiation, persuasion and influencing skills.
· A flexible working attitude.
· Driving licence essential.
Health and Safety
Health & Safety is an integral part of any role within the Highland Council.  As such we would expect that all employees:
· Become familiar with Violent Incident and Accident reporting procedures and comply with them.
· Undertake a continual program of Risk Assessment in relation to their role within Highland Council.
· Have an understanding of the importance of Health and Safety in the workplace and familiarise themselves with the Highland Council’s Health & Safety Procedures.
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