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JOB DESCRIPTION

	Job Title 
	Warehouse Manager

	Department
	Historic Estates 

	Location
	Evesham area


Relationships

	Reports To
	Head of Historic Estates

	Works Closely with
	Regional Property Manager (RPMs), Crafts Team, Furnishings Team, Surveyors

	External Relationships
	Suppliers, contractors, consultants


Essential Function – Job Summary
Oversee and co-ordinate the daily warehousing activities.  Including maintaining and managing all stores stock levels, weekly and monthly planning, managing all of Landmark Trust’s logistics - dispatch of furniture, white goods, small appliances, marketing materials from the warehouse store to the Landmark properties across the entire country, including Lundy Island.
Key Accountabilities

Inventory Management and Control 

· Build and maintain an effective inventory / catalogue system, logging all hard and soft furniture and furnishings, consumables and marketing material ensuring customers (primarily Furnishing Manager and RPMs) can view in stock items online, make their requests and be advised of delivery dates.
Procurement

· Research and resource replacement items and furniture as appropriate / instructed to a budget. 
Stock control and Delivery 
· Deep understanding of logistics, suppliers, financial systems etc.

· Ensure orders are picked and stored safely the night before for efficient next day delivery.

· Ensure stock is inventoried correctly and breakages/returns are managed effectively.
· Recycling/waste disposal.
Health and Safety 
· Ensure warehouse is kept clean and maintained to a high standard.

· Ensure that the Health, Safety & Environmental procedures are maintained, updated and followed by all personnel and visitors to the site.

· Ensure company policies are adhered to and administration functions completed within deadlines and maintain accurate records in line with customer/company requirements.

· Keep all relevant H&S information – procedures, risk assessments up to date.

· Ensure annual servicing of the forklift is undertaken and requisite certificate issued.

· Ensure H&S training is ongoing.

· Occasional lone working

Team Building 

· As a key support to the Operations, Historic Estates and Furnishings group – this role will promote harmonious and effective working relationships both internally and externally, ensuring excellent customer service through a combination of communication team work, motivation and leadership. 

Skills
· Fork lift truck / counterbalance licence required.

· Previous warehousing / inventory maintenance experience required.
· Relevant Health and Safety expertise related to managing a warehouse / store environment.
· A qualified (or happy to be trained) First Aider.
· Computer literacy on MS Office Suite including spreadsheets, excel, word and outlook, databases.
· Familiar with Sharepoint 365. 
Minimum Work Experience

Several years of demonstrable experience within a busy warehouse with logistics and inventory systems expertise.  A working knowledge of stock taking, loading vans and working within a small team essential.
Additional
Full time hours of 35 hours with weekend working – hours concentrated on Friday to Monday with either a Saturday or Sunday worked depending on requirements.

Person Specification

	Requirement
	Essential
	Desirable


	Education, training and qualifications
	Health and Safety – full working knowledge, particularly manual handling, forklift around the building. 
Inventory experience


	

	Skills and knowledge
	Warehouse management

	

	Experience
	Several years of working within a warehouse environment

	Developed and managed own inventory system

	Personal attributes
	Open communicator

Team worker

Roll sleeves up
Calm under pressure 

	

	Skills and abilities
	Fork lift truck
Computer literacy

	 

	Other special requirements

Travel, hours worked, languages


	Weekend working / flexible hours
First Aider


	


TERMS OF EMPLOYMENT

Contract Duration

This is a permanent contract.
Location

This position will be based at our warehouse near Evesham, Worcs.
Salary

£24,000 per annum depending on qualifications and skills, paid monthly in arrears.

Working Hours

35 hours per week with some weekend working depending on requirements.
Expenses
Employees will be reimbursed for reasonable expenses incurred on behalf of the organisation.

Holidays

The holiday entitlement is 25 days per annum increasing to 30 days per annum after 10 years’ service, plus statutory holidays.

Sick Pay

During the first three months of employment or the probationary period (whichever is the longer) you will only be paid your Statutory Sick Pay entitlement.  After this period you will receive full basic pay during any sickness absence up to 20 days in any 12 month period.  The Statutory Sick Pay will be included in this sick pay.  Where absence exceeds seven consecutive calendar days and in certain other circumstances, a doctor’s certificate will be required.

Pension Scheme

Provided you meet the criteria, you will be auto-enrolled into Landmark’s pension scheme.

Notice

The appointment is subject to a satisfactory completion of an initial three month probationary period, though this may be extended if more time is needed to assess suitability for employment.  During this period the post will be subject to a week’s notice on either side.  A minimum of three months’ notice in writing on either side applies after the end of the probationary period.

Health & Safety

All staff are expected to observe all health and safety at work regulations as set out by Landmark in accordance with statutory requirements.

Contract

The successful applicant will be required to sign Landmark’s Contract of Employment.

The purpose of this information is solely to help prospective employees to understand the details of Landmark’s Conditions of Employment.  It is not an offer of employment and does not form part of the Contract of Employment or the Job Description.
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