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JOB DESCRIPTION / PERSON SPECIFICATION


	Name
	

	Job Title
	Transport Apprentice

	Reports To
	Aggregates Manager

	Company
	Ashcourt Aggregates Limited 



	Core Duties/Responsibilities

	(The key responsibilities of the role against which performance is measured)

· Answering and effectively dealing with general calls and email enquiries, as well as customer complaints and queries
· Collating day sheets and progressing of WeighSoft
· Allocating supplier POD’s against invoices
· Being a point of contact for PPE orders within our division and liaising with procurement to ensure these orders are placed, delivered and distributed accordingly 
· Daily administrative tasks – ensuring all driver paperwork is collected and orders are checked and completed in a timely manner in preparation for invoicing
· Taking payments via telephone
· Assisting in the coordination of dispatch orders
· Being a point of contact for our drivers, providing operational support, and ensuring their questions and/or concerns are dealt with effectively
· Assisting with accounts
· Covering Weighbridge when needed
· Covering Reception when needed






	Health & Safety Responsibilities

· Support in accidents, incident and near miss investigations by providing statements and evidence where required
· Follow and adhere to risk assessment controls, Safe Systems of Work and PPE requirements
· Attend Monthly Health and Safety Meetings
· Report Accidents, Incidents and Near Misses using My Compliance





	
Qualifications required for the role
	Essential
	Desirable

	None
	
	




	Experience required for the role
	Essential
	Desirable

	None
	
	



	Specific Skills required for then role
	Essential
	Desirable

	Good knowledge of IT
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	Behaviours to be demonstrated
	Essential
	Desirable

	Good organization & time management skills,
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	Courteous & polite to customers,
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	Strong organisational, administrative and planning skills,
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	Excellent verbal and written communication skills,
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	Self-motivated with the ability to work without supervision
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	Attention to detail
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	Discretion & ability to handle confidential information
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	Able to multi-task
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