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Reports to:

Early Shift Leader
Purpose: 

	The daily duties for this role are to assume Shift & Team responsibility in all aspects of Health & Safety, Quality, Cost, Delivery, People and Process development. To work together with the other Order Fulfilment Area Leaders, managing the department in the event of the Order Fulfilment Outbound Leader being offsite. 


Key Responsibilities:

Health, Safety, and the Environment:

1. Work in accordance with the Company Health & Safety Policies in all that we do, in order to protect ourselves and others from any risk of harm.
2. Actively support all Health & Safety matters to conclusion.

3. Ensure all work is carried out in accordance with Safe Systems of work
4. Work in accordance with the requirements of the company’s environmental standard.

5. Takes overall responsibility for the site during shift operational hours – 05:15 – 13:15 Mon – Thu & Friday - 05:15 - 12:45 if Shift Leader is not on site. 
The Role:
1. Ensure workload priorities are understood and communicated effectively to the team

2. Ensure cell output complies to the capacity requirements including supporting the team as and when required.
3. Organising weekly overtime requirements as and when required

4. Monitor daily capacity models to ensure Order Fulfilment on time in full (OTIF)
5. Action holiday approval, RTW’s, clocking records, overtime approval, emails, shortage meetings, OTIF meetings, weekly H&S audits
6. Keep Shift Leader informed of progress towards daily targets.
7. Actively encourage Continuous Improvement activities, to identify both product and process improvements. Lead Teams working on PDCA and task ticket improvements.
8. Ensure that 5s is followed within the Order Fulfilment department.
9. Ensure supporting departments are informed of issues affecting cell targets.
10. Accuracy - Ensure 100% accuracy at all times – Quality, OOB & CRM
11. Take responsibility for the existing and new processes.
12. Train capabilities to ensure all staff are multi-skilled across Fulfilment areas as a minimum.
13. Ensure the teams multiskilled level remains at the required minimum % working towards achieving the agreed target per cell.
14. Assist the Shift Leader in ensuring all required data is collated within the required timeframe.
This list is not exhaustive, and the jobholder will be expected to undertake any duties within their capacity to meet the needs of the business.
Skills required:

1. Aisle master and Counterbalance Forklift licence essential

2. Worked in modern manufacturing environment.

3. Experienced in coordinating a small to medium sized team

4. An understanding of the continuous improvement process

5. Good understanding of health and safety principles and procedures

6. Capable of interpreting and reporting data

7. Computer literate – Excel, Word, Outlook
8. First Aid trained desirable
The Person:
1. Experienced in a modern manufacturing environment.

2. Strong character with the ability to drive and motivate a team.

3. Demonstrates honesty and integrity at all times

4. A ‘can do’ attitude is a must, and you will possess the drive and determination to take the cell forward.

5. Highly proactive and adaptable

6. Ability to step up as Shift Leader when required

7. Remains calm and effective under pressure

8. Leads by example
