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	Title
	Materials Handler & Operations Support

	Band
	Individual Contributor - Business & Operations Support

	Grade
	S3 - Senior

	Job Family
	C4S - C4 Systems - Facilities

	Reporting To
	Senior Facilities & Compliance Manager

	Location
	Oakdale 




	Position Objective

	Reporting to the Senior Facilities and Compliance Manager to provide onsite operational and facilities support, controlled receipt, issue and storage activity within Oakdale Stores, arrange transport and shipping of items in support of all GDUK programs and control the GDUK assets and GFE process 




	Generic Level Description

	General
	Under occasional supervision and on own initiative, provides support services for line and or functional teams.  Performs moderately complex duties requiring knowledge of subject matter and full understanding of department practices.

	Complexity
	Considered fully qualified. Applies learned skills and knowledge to most tasks associated with the job family. Completes diverse, moderately complex assignments within defined policy and according to objectives.

	Decision Making & Autonomy
	Makes operational decisions/exercises independent judgment within generally defined parameters. Alters approach or recommends procedural changes to accomplish desired results. Seeks consultation or guidance as needed.

	Problem Solving
	Exercises judgment through interpretation and application of experience.  Problems are diversified and require analysis or evaluation of data.

	Key Contacts
	Builds internal and external relationships, to facilitate the achievement of job/role accountabilities, such as relationships with key suppliers, customers, management and internal service providers.

	Communication
	Probes and listens carefully, presents information clearly and in appropriate style, persuades others in straightforward situations.

	Supervision Required or Provided to Others
	Works under general supervision and receives guidance from others when sought. Output is trusted as accurate and generally sound. Output may be reviewed for soundness and judgment, and if required, feedback is provided to support continued learning.  May assist junior staff in most situations.




	Discipline Description

	


Responsibilities Include


	- Maintaining store records in accordance with accounting procedures. 
- Loading and unloading of vehicles and containers.
- Receiving Goods and locating within our store facility.
- Ensure that all Goods are receipted and transacted with in the Oracle system.
- Dealing with item returns and replacements.
- Packing Goods for delivery to customers.
- Creating and recording delivery advice notes. 
- Arranging transport and shipping of various items in support of all GDUK programs
- Update the transport and shipping summary spreadsheet including Hastings Shipments.
- Stock check and cycle counting.
- Maintain accurate sub inventories to control movements of assets in Oracle ERP
- Reporting of inventory levels, discrepancy identification & resolution 
- Maintain full & accurate inventory records in line with defence standards in support of MoD & customer audits
- Complete GFE Audits
- Porterage, room and event configuration and set up
- Utility meter readings and environmental reporting
- Support delivery and maintenance of the Facilities asset management system (ZetaSafe)
- Support delivery of PAT testing regime
- Contractor escort and scheduling 
- Administration support of safe systems of work 
- Support delivery of desk moves and space planning activities
- Administration support of the onsite access booking system
- Oracle administration support for FM requisitions and PO’s  





	Knowledge, Skills & Abilities

	


Required Skills & Abilities



	Knowledge of Oracle stock system
Appropriate PAT testing qualification/certification
Knowledge and experience of H&S at work requirements
Competent with Microsoft Office and Oracle Finance system







	Education & Experience

	
Required Education & Experience
	
ESSENTIAL
- Stock management systems Transport & Shipping procedures - To include Movement & Handling of Dangerous goods
- Excellent team skills and the ability to work with minimum supervision.
- A flexible ‘can do, results driven’ approach to work.
- Good verbal and written skills.
- IT skills: Computer literate with a basic knowledge of Word, Excel and Access
- Forklift license
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