

Role profile

Job Title
· Grade: 5
· Business area: Central Stores & Logistics 
· Job title: Team Leader - Central Stores and Logistics
· Reporting line: Stores & Logistics Manager 
· Team: Stores & Logistics Department, Leigh Technical Services, St Helens Road, Leigh
Job Purpose
To assist in the effective operational management of the logistics and warehouse function by ensuring all orders are accurately picked, packed, loaded and delivered on-time to fire stations and other locations as required. 
To ensure that all stock control activities are carried out whilst maintaining high standards of safety, cleanliness, order accuracy and customer service. 
Key working relationships
Key Working Relationships – the post holder will;
· establish and maintain effective working relationships with colleagues across various internal and external stakeholder teams to coordinate order delivery on time, manage stock and equipment supply and ensure high service levels.
· will assist in the support, supervision and development of Logistics Operatives, promoting a positive culture of accountability, professionalism and continuous improvement.
Key Responsibilities
Leadership and Management
1. Support the Stores & Logistics Manager in the management and development of the Stores and Logistics function.
2. Provide direct supervision and/or support to Logistics Operatives and Transport Stores staff within the department.
3. Deputise for the Stores & Logistics Manager during periods of absence.
4. Allocate resources and monitor workloads to ensure operational priorities are delivered effectively.
5. Promote a positive, inclusive and high-performing team culture.
Operational Management
1. Assist in overseeing the day-to-day warehouse and logistics operations ensuring stock, equipment and supplies are received, stored and distributed efficiently.
2. Assist in ensuring the effective coordination of deliveries and collections across all Service locations.
3. Assist in the monitoring and reporting of service performance, productivity and operational effectiveness.
4. Identify and implement opportunities to improve processes, efficiency and customer service.
5. Support operational resilience and business continuity arrangements.

Stock and Asset Management
1. Assist in ensuring effective inventory management processes are maintained.
2. Monitor stock levels and support forecasting and replenishment activities.
3. Assist in ensuring annual stocktakes, perpetual cycle inventory checks are completed within agreed timescales.
4. Investigate stock discrepancies and implement corrective actions where required.
5. Produce management information and reports relating to stock performance, inventory levels and order service metrics as required from BWO or equivalent.

Procurement and Financial Management
1. Assist in the overall accurate and timely management of all purchase orders, goods receipting and supplier transactions.

Health, Safety and Compliance
1. Ensure compliance with all Health & Safety legislation, policies and safe systems of work, leading by example in promoting a positive health and safety culture.
2. Assist in ensuring warehouse equipment, vehicles and facilities comply with statutory and organisational requirements.

Customer Service and Stakeholder Management
1. Develop and maintain effective relationships with internal and external stakeholders, acting as a point of escalation for logistics and stock-related issues.
2. Support service users by ensuring an efficient, responsive and customer-focused service.
3. Work collaboratively across departments to support operational objectives.

General
1. Fully participate in management, training and leadership development activities as required.
2. Support organisational change, service improvement and transformation programmes.
3. Carry out other roles and reasonable duties as requested by management commensurate with the salary.
4. To always hold yourself and others to a high standard of professionalism, demonstrating your commitment to our values and behaviours and ensuring Service confidentiality is maintained throughout all activities.
5. To work collaboratively with internal and external partners to maximise opportunities for service improvement and innovation.
6. Ensure services delivered internally and externally are inclusive, accessible and aligned with Service objectives.
NB: This list of duties and responsibilities is by no means exhaustive, and the post holder may be required to undertake other relevant and appropriate duties as required.
Knowledge, Skills, and Experience
What We're Looking For
You will be:
1. An experienced logistics professional with good leadership & organisational skills.
2. Capable of managing multiple priorities within a busy logistics and warehouse environment.
3. Customer-focused and committed to delivering high-quality services.
4. An effective communicator with the ability to build positive relationships across the organisation.

Essential Requirements
1. Full UK Driving Licence.
2. Significant experience working within a warehouse, logistics, stores or supply chain environment.
3. Experience supervising teams and coordinating operational activities.
4. Experience of stock control, inventory management and warehouse management systems.
5. Experience of performance management, workload planning and resource allocation.
6. Good communication, leadership and customer service skills.
7. Good IT skills, including Microsoft Office and inventory management systems.
8. Knowledge of Health & Safety legislation and safe working practices.

Desirable Requirements
· IOSH Managing Safely or NEBOSH qualification.
· Professional qualification in Logistics, Supply Chain or Warehouse Management.
· Forklift Truck Licence.

Values and Behaviours
· Delivers high-quality services that support operational readiness.
· Places customers and service users at the heart of decision making.
· Seeks solutions and adds value.
· Leads by example and inspires confidence.
· Supports and develops others to achieve their full potential.
· Creates a positive and inclusive working environment.
· Takes responsibility for decisions and outcomes.
· Promotes teamwork and mutual respect.
· Demonstrates a strong commitment to health, safety and wellbeing.


FOR ROLES EXEMPT FROM THE REHABILITATION OF OFFENDERS ACT:
This role is exempt from the Rehabilitation of Offenders Act (1974) and will require disclosure of all convictions including those considered spent under the Act. The role holder will be subject to an Enhanced level check by the Disclosure & Barring Service.

FOR POLITICALLY RESTRICTED POSTS:
This post is a politically restricted post, as defined by the Local Government and Housing Act 1989 (as amended by Section 30 of the Local Democracy, Economic Development and Construction Act 2009) on one of the following grounds:
· the post is that of a Chief Officer or Deputy Chief Officer or
· the post has delegated powers to discharge the functions of the Authority; or
· the duties associated with the post include giving advice on a regular basis to the Authority, to Committees or Sub-Committees of the Authority (including member panels, Sub-Committees etc.) or to joint committees on which the Authority is represented or give advice to Executive Members, Committees or speak to the media.
The post holder has a right to appeal to the GMCA Chief Executive against the classification of their post as politically restricted.

Corporate Duties
Do not behave in way which discriminates against your fellow employees, or potential employees on the grounds of their sex, sexual orientation, marital status, race, religion, creed, colour, nationality, ethnic origin or disability.
Safeguard at all times confidentiality of information relating to staff and pensioners.  Refrain from smoking in any areas of Service premises.
Behave in a manner that ensures the security of property and resources. Abide by all relevant Service Policies and Procedures.
Records Management / Data Protection - As an employee of the GMCA, you have a legal responsibility for all records (including employee health, financial, personal and administrative) that you gather or use as part of your work with the Service. The records may be paper, electronic, audio or videotapes. You must consult your manager if you have any doubt as to the correct management of the records with which you work.
Confidentiality and Information Security - As a GMCA employee you are required to uphold the confidentiality of all records held by the GMCA, whether employee records or GMCA information. This duty lasts indefinitely and will continue after you leave the GMCA employment. All employees must maintain confidentiality and abide by the Data Protection Act.
Data Quality - All staff are personally responsible for the quality of data entered by themselves, or on their behalf, on GMCAs computerised systems or manual records (paper records) and must ensure that such data is entered accurately and, in a timely manner, to ensure high standards of data quality in accordance with Departmental protocols. To ensure data is handled in a secure manner protecting the confidentiality of any personal data held in meeting the requirements of the Data Protection Act.
Health and Safety - All employees of GMCA have a statutory duty of care for their own personal safety and that of others who may be affected by their acts or omissions. Employees are required to co-operate with management to enable GMCA to meet its own legal duties and to report any circumstances that may compromise the health, safety and welfare of those affected by the Service’s undertakings.
Service Policies - All GMCA employees must observe and adhere to the provisions outlined in these policies.
Equal Opportunities - GMCA provides a range of services and employment opportunities for a diverse population. As a GMCA employee you are expected to treat all  employees / partners / members of the public and work colleagues with dignity and respect irrespective of their background.

