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JOB DESCRIPTION / PERSON SPECIFICATION


	Name
	

	Job Title
	Assistant Transport Planner

	Reports To
	Transport Manager

	Company
	Ashcourt Durham & Tees Valley Limited



	Core Duties/Responsibilities

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

· Liaising with drivers, transport manager & office staff to ensure jobs and plans are communicated 
· Arrange day-to-day scheduling, routing & forward planning of the fleet for maximum efficiency and service 
· Ensuring any delays or issues are adequately communicated to customers 
· To cover the weighbridge when required
· Assist & liaise, as required, with the transport manager in his duty of ensuring the servicing of the fleet is in line with current legislation 
· Ensuring H&S tasks for fleet and drivers are completed as required, as requested by your line manager
· Assist with work and projects for field sales executives
· Support agricultural sales manager/ Artic coordinator on the day to day running of Artic wagons






	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
· Report Accidents, Incidents and Near Misses 
· Ensure the fulfilment of the H&S element of all staff job roles
· Set a personal example with regard to health and safety matters, promoting the safety culture through observations, site standards and workplace safety
· Comply with all legal requirements
· Take care of your own health and safety and others that may be affected by your actions





	
Qualifications required for the role
	Essential
	Desirable

	Full Driving Licence
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	Experience required for the role
	Essential
	Desirable

	Previous relevant industry experience
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	Experience in managing people
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	Specific Skills required for then role
	Essential
	Desirable

	Excellent knowledge of IT
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	Local geographical knowledge
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	Behaviours to be demonstrated
	Essential
	Desirable

	Good organisation & 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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