Order Fulfilment - Shipping Clerk 
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	Reports to:
	Shipping Export Manager



	Purpose:
	Controlling the transportation of products across the UK and globally between Stannah manufacturing sites/ businesses and distributors. Working together with the Order Fulfilment management teams to ensure logistics operations are aligned with customer expectations to deliver an exceptional service.  The role involves continuous monitoring of freight forwarder performance to secure the best balance of service quality, cost, and lead time, while managing escalations and holding partners accountable to agreed KPIs.



Key Responsibilities: 

1. Ensure all logistics and shipping operations are carried out in strict accordance with Standard Operating Procedures (SOPs).
2. Liaise with freight forwarders to arrange transportation of goods across all modes: road, sea, rail, and air.
3. Prepare all shipping documents & accurate shipping labels for both UK and export consignments. These include preparation of commercial invoices, order breakdown sheets, delivery notes and all relevant customs documentation. 
4. Obtain competitive quotes for single and multiple shipments from multiple freight forwarders.
5. Collaborate with freight forwarders to resolve issues that may arise during loading or transit, ensuring minimal disruption.
6. Organise couriers at customer and business request for all product types.
7. Deliver excellent customer service by maintaining strong working relationships with freight forwarders and customers receiving shipments.
8. Possess the knowledge and flexibility to provide cover across all areas of the department when required.





Skills and Experience:
1. Strong ability to plan, prioritise, and organise tasks to meet deadlines and operational requirements.
2. Skilled in interpreting and reporting shipping data using a systematic and detail-oriented approach.
3. Effective written and oral communication, supporting collaboration across departments and warehouse teams.
4. Background shipping and transport environments, with practical understanding of logistics processes.

5. Proactive in identifying and resolving potential out-of-box (OOB) issues, with a drive to improve efficiency and quality standards.


The Person:
1. Excellent verbal and written communication skills to interact effectively with clients and internal teams 
2. Demonstrates a confident and professional telephone manner when engaging with both internal and external stakeholders.
3. Able to multi-task and prioritise workload to ensure all tasks are completed accurately and on time.
4. Acts with professional integrity and honesty to deliver a high standard of service to internal and external stakeholders.
5. Ensure adherence to company rules and procedures 
6. Able to work using their own initiative 
7. Shows flexibility and adaptability for the role they are being asked to fulfil
8. Remains calm and perform effectively under pressure

Health, Safety, and the Environment:

1. Work in accordance with the Company Health & Safety Policies to protect others and ourselves from any risk of harm.
2. Ensure all work is carried out in accordance with Safe Systems of Work.
3. Work in accordance with the requirements of the company’s environmental & sustainability standard.
4. Ensure all accidents and near misses are reported and documented


Relationships:

Internal 
The jobholder will be expected to maintain close and effective personal working relationships at all levels of the organisation. The communication skills required include the ability to communicate technical complex and sensitive information.

External 
Stannah owned businesses and customers as well as external agencies including Freight Forwarders. 
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