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JOB DESCRIPTION 

JOB TITLE:
           Van Driver/Supervisor
Accountable to:         Shop Supervisor/ Retail Area Manager
Job Functions:
To assist/oversee the safe movement of furniture to and from shops ensuring excellent customer service and efficiency at all times.
Responsible for:  
                                The safe movement of furniture to and from the shops. The safety    of the van and all staff and volunteers within it.
Key Tasks:

1 Route planning:

Plan the efficient collection routes to maximise the number of collections and deliveries within a given timeframe.

Optimize routes to maximise fuel consumption and reduce environmental impact.

2 Loading and Unloading

Safely load and unload all furniture ensuring we comply to health and Safety regulations

Ensure that items are properly secured and protected to prevent any damage during transportation.
Ensuring great care and attention is applied when moving furniture into and out of peoples houses so as not to damage peoples properties.

3 Representing the Charity.

Act as a representative of the charity, promoting a positive image within the community.

Uphold the values and mission of the Charity in all interactions.
4 Customer Interaction

Provide excellent customer service when interacting with customers and donors.

Ensure we leave every interaction having left a professional, positive lasting impression.
Gift Aid. Ensure we aid with the capture of Gift Aid as instructed by the Store Supervisor.

5 Documentation.

Maintain accurate records of all deliveries and collections including and reasons for rejecting any donations.

Complete all necessary paperwork and ensure this is handed in when returning back to the store.

6 Communication.

Communicate with your base store to provide updates of your whereabouts and progress of your schedule.

Report any issues or challenges encountered during your schedule. To ensure all furniture is fully secured in the van at all times.

To assist and supervise all van volunteers at all time whilst representing the Charity.

7 Adherence to Regulations

Ensure compliance with local traffic laws and regulations.

Adhere to safety protocols and guidelines, both for personal safety and the safety of the stock you are carrying.

To ensure all health and safety guidelines are followed. 

To ensure that all large electrical items being collected are in good safe working condition. (check on collection site)
To ensure fire labels are in place on upholstery items.

8 Collaboration
Collaborate with other members of the Charity team including Shop Supervisors and Shop Staff.

Provide feedback and suggestions for improving the efficiency of the collection/delivery process.

9 Time Management.
Manage your time effectively to meet you schedule of deliveries and collections.

Notify the Charity and customers if there are any delays or unexpected issues that may impact your schedule. 

10 Vehicle Inspection
Conduct pre-trip inspections to ensure the van is in a safe working condition.

Report any mechanical issues or concerns promptly to the appropriate team member.

11 Maintaining Cleanliness.
Keep the van in a clean, tidy and presentable condition.

Dispose of and general waste on a daily basis.

12 Flexibility
Be flexible and adaptable to changes in the schedule.

Assist with other tasks or responsibilities as needed by the Charity.

Scope and Limits of Authority

The postholder is expected to manage their own Schedule of work they receive from the Shop Staff.  The postholder will organise and supervise 2-3 trainees or volunteers each day to assist in the daily assigned work.

The postholder is expected to exercise initiative and discretion and a customer service attitude when dealing with members of the public.
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PERSON SPECIFICATION/KEY COMPETENCES
Knowledge
Knowledge of manual handling techniques

Knowledge of furniture re-distribution/recycling schemes

Understanding of working with low income groups or those in crisis

Experience
Must be 25 years or older (due to motor insurance requirements)

Experience of supervising people

Skills/Abilities
Clean, current driving licence

Good physical fitness and ability to lift and manoeuvre heavy furniture items for up to 6 hours daily

Good interpersonal skills

Ability to work on own initiative

Ability to work as part of a team

Good time management and organisational skills

Honest, trustworthy and reliable

Supportive of the Christian Aims and Purposes of the YMCA.

The YMCA is an Equal Opportunities Employer
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