Storeman / Trainee Engineer Job Description

Storeman Responsibilities (approx 4 days per week.  Hours 7am to 4pm)
· Receive and arrange storage / distribution of all deliveries.
· Organise systematic storage of materials within stores area.

· Upon request, collate stock materials for specific projects.

· Maintain stock levels within stores.

· Attend team meetings and contribute accordingly.

· Maintain register of test equipment and carry out regular checks using test rig.

· Undertake deliveries to site.

· Re-stock stores area with materials returned from site.

· Maintain stock level on vehicles and account for used items.

· Maintain vehicle inventory list, reporting to JS on items missing or damaged.

· Maintain fire safety log book for building and carry out regular tests.

· Maintain uniform and PPE levels within stores.  Provide JS with a list of items issued.
· Undertake regular vehicle maintenance checks.

· Maintain a high standard of appearance at all times.

· Arrange for all servicing / MOT tests and provide JS with details to allow for scheduling. 

· Accept that your individual success, and that of the company as a whole, rests equally on the shoulders of management and staff. 
· Provide a monthly report to the Directors, using headings provided.

· Arrange furniture within Boardroom for Team and other meetings.

Trainee Responsibilities (approx 1 day per week.  Hours to suit Company)

· Maintain vehicle stock – tools, equipment, fixings.

· Understand job spec and check job kit.

· Complete paperwork under supervision.

· Liaise with client re. daily schedule etc.

· Understand job, think ahead and plan to meet needs of engineers.

· Take charge of final check / clear up for total customer satisfaction.

· Complete and maintain log book per job.

· Take responsibility for gathering evidence.

· Put forward ideas for your own personal development.

· Accept that your individual success, and that of the company as a whole, rests equally on the shoulders of management and staff.

· Answerable to engineer on site in first instance.

