WEST YORKSHIRE FIRE & RESCUE SERVICE

JOB DESCRIPTION


	POST TITLE:
	Storekeeper

	GRADE:
	Grade 2

	RESPONSIBLE TO:
	Stores Supervisor

	RESPONSIBLE FOR:
	Nil

	PURPOSE OF POST: 
	Assist the Stores Supervisor in delivering the central stores function including delivery of goods to Authority premises.


MAIN DUTIES AND RESPONSIBILITIES

1 Receipt and checking of all incoming / outgoing goods

2 Collect and deliver mail, stores and equipment to and from all Authority sites, and collection and delivery to other organisations as required.

3 Collect and deliver emergency mail and stores items outside scheduled daily routines.
4 To maintain and keep up to date all associated paperwork and systems

5 Responsibility for ensuring any data produced in relation to the post is accurate and current 

6 To maintain a secure stores area at all times with periodic responsibility opening / securing the stores building
7 To assist in the general upkeep within the stores including the annual stock checks.

8 To undergo training as instructed by line managers
Second area:

9 To Implement and promote the Authority’s:

a) Health and Safety policies

b) Equality and Diversity policies

c) Information Security Management System policies

d) Safeguarding policies

e) Business continuity policy and contingency arrangements
10 To demonstrate and uphold the service values and to promote the organisation in a positive manner.

11 Ensure functions can be maintained when disruptive events occur through the implementation of arrangements specified in the business continuity strategy/policy.

12 Responsibility for ensuring any data produced in relation to the post is accurate and current and 

13 Responsibility to ensure full compliance with the General Data Protection Regulation and Data Protection Act 2018 and to ensure data security is maintained.

14 Undertake any other duties commensurate with the grade of the post as directed by line management.

Person Specification/Shortlisting Criteria

In the supporting statement section of the application form give clear, concise examples of how you meet all of the Essential person specification (as indicated in bold) criteria (i.e. items you must be able to do from day one to be able to do the job), identified as ‘Application’ in order to be shortlisted for this vacancy.  If a large number of applications are received, only those who also meet the Desirable criteria, identified as ‘Application’, will be shortlisted, i.e. criteria you need to do the job, but which could be learnt during training.

Please list or number the person specification competency criteria against which you are providing evidence/examples in order to structure your supporting statement in a well organised way.

	 
	Experience
	Essential/ Desirable
	Source

	1
	Demonstrate experience of working within a stores environment
	Essential


	Application & Selection Process

	2
	Experience of computer based stock control system
	Essential


	Application & Selection Process

	3
	Experience of using spreadsheets or databases 
	Essential
	Application &

Selection Process

	4 
	A good geographical knowledge of West Yorkshire area and locations of Fire Stations and other Authority property.
	Desirable
	Application &

Selection Process


	 
	Education and Training
	Essential/Desirable
	Source

	5
	Basic Numeracy and Literacy
	Essential
	Application

	6

	Must have and continue to hold a current and full car driving licence.
	Essential
	Application &

Selection Process 


 

	
	Special Knowledge and Skills
	Essential/ Desirable
	Source

	7
	A good understanding of stores systems and fire service equipment
	Desirable
	Application & Selection Process

	8
	An ability to plan effective routes in order to achieve maximum efficiency.
	Desirable
	Application &

Selection Process

	9
	An ability to work with minimal supervision and organise own workload
	Essential
	Application &

Selection Process

	10
	Ability to work as part of a team.
	Essential
	Application &

Selection Process

	11
	Demonstrate an understanding of the importance of Equality and Diversity to WYFRS as an employer and service provider
	Essential
	Selection Process

	12
	Demonstrate an understanding of and ability to implement Health & Safety at work
	Essential
	Selection Process

	13
	Ability to work flexibly in relation to the needs of the post
	Essential
	Application &

Selection Process
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