JOB DESCRIPTION – PARTS DELIVERY DRIVER
Job Title:


Parts Delivery Driver
Employee Name:



Location:




Reports To:



Significant Relationships:


In the event of annual leave or any other absence from the company the nominated deputy you report to are the Parts Sales Representative or the Parts Stock & Admin Controller.

LIMITS OF AUTHORITY
1. Not to leave Parts C.O.D. orders without full payment unless authorised by the Telesales Supervisor or Sales Representative.
2. Not to leave parts without a signature or WNS in the event of the customer refusing to sign.

3. Not to swap parts without authorisation from the Telesales Supervisor or Parts Sales Representative.

4. Not to discuss with customers or outside sources future company plans or changes of procedures unless authorised.
5. Not to discuss Company suppliers with customers or outside sources.

6. Not to change van delivery schedules, swap van driver routes or deliveries without authorisation from the Telesales Supervisor or Parts Sales Representative.

OVERALL OBJECTIVE OF ROLE

To maintain a reliable and efficient delivery service to Parts Department customers in a friendly manner so as to encourage repeat business. To keep customers informed of all current special offers and promotions.
KEY TASKS AND REPONSIBILITIES

1. To load the delivery van with parts picked by Parts Personnel or driver, as set out in the collection Area, checking that the parts match the paperwork. To ensure all deliveries have current marketing mailers, stickers or whatever marketing information is in place at the time.
2. To write out delivery sheet on each run listing customer name, invoice number, C.O.D. or account, cash due, upon delivering part ensuring customer signs received, correct and undamaged.
3. Assist in the loading/checking of other vans as timing of delivery permits, ensuring that the weekly vehicle sheet is completed and returned to Parts Sales Representative.
4. Before completing the delivery run as scheduled using the most economical routes between delivery points. The ‘P’ status report must be run and each WIP checked for outstanding orders by parts personnel or Telesales Supervisor before leaving. Double checking goods inwards and stock room for orders as a final check. 

5. Normally completes the a.m. and p.m. daily delivery runs and also undertakes special trips as directed by the Parts Sales Representative or the Telesales Supervisor where customer’s requirements make them necessary. To ensure deliveries go out on time as stated by the delivery schedule in use at the time, reporting any delays to the Telesales Supervisor.

6. To assist with the office administration of order in hand, telephone answering and picking of parts orders when not occupied with the delivery work described above. Ensuring parts picked are individually bagged, marketing material placed in the bag and parts numbers coincide with the picking slip confirmation and time picked.
7. To be responsible for the collection of cash or cheques (where permitted) ensuring the correct completion of cheques e.g. signature in the case of C.O.D. deliveries, signs acknowledgement of payment on the customer’s invoice copy, signing and printing name.
8. Ensure that cash, cheques and copy of banking sheet is sealed in the security bag ready for collection by cashiers, filing the original banking sheet in the appropriate van route file on a daily basis.
9. To ensure that the commencement of each delivery run the driver is in possession of returns notes which should be filled in with the original Invoice number, Part Number, Quantity and reason for return when customer requires credit. On return to the Department the part for return and returns note should be placed together in the appropriate area.

10. To assist in marketing special offers from the Parts Department, for example ensuring all customers receive special offer mailers.
11. The van allocated to the driver must be cleaned inside and outside regularly to the standards directed by the Telesales Supervisor and in line with Parts Plus Requirements. To also ensure that any necessary service or repairs are reported to the Parts Sales Representative and completed. Before each delivery run the driver must check the vehicle for general roadworthiness and report any faults to the Parts Sales Representative.
12. To ensure that when the van is due to be serviced as per the service schedule for that vehicle, the matter is brought to the attention of the Parts Sales Representative. Between the scheduled services the driver will carry out regular checks on tyre pressure and condition, oil, radiator coolant, brake and or clutch fluid and screen washer levels, taking the appropriate action to remedy any shortages, and reporting such action to the Parts Sales Representative.

13. In the event of an accident the correct procedure is carried out and the necessary information is obtained.

14. To report on return to the Department any accident damage to, or done by the van during the course of the journey.

15. To take an active and responsible part in maintaining a safe and healthy environment in accordance with the requirements of the Health and Safety at Work Legislation and the Company’s Health and Safety Policy.

16. To take a personal and practical part in maintaining the cleanliness and orderliness of the Department as a whole. Ensuring the van bay allocated to the driver is kept clean and tidy to the standard required by the Telesales Supervisor. This means the voluntary replacement of disordered storage, the willingness to pick up and bin individual items of rubbish which occur in spite of regular cleaning schedules and general good housekeeping.
17. To undertake reasonable periods of overtime given suitable notice, especially during stock taking periods.

18. To perform such other duties as necessary or when delegated or designated by Management.

19. It is the duty of all employees to develop and improve their job knowledge, ability and skill including knowledge of all delivery routes. Courses and seminars are available for the development and benefit of the individual and the Department as a whole. All employees may be required to attend such training and development courses and seminars as may be required by the company.

PERFORMANCE MEASURED BY

1. Accident and speeding fines

2. Accuracy of deliveries

3. Cleanliness of vehicle

4. Accuracy of banking

5. Accurate collection of cash
6. Internal and external ISO audit findings
7. Tidiness of delivery bay
8. Adherence to company policies and procedures
9. Knowledge and adherence to returns policy

10. Ability to carry out your duties in a friendly and efficient manner likely to encourage repeat business

11. Completion of van deliveries on time

12. Ability to carry out additional reasonable work instructions from a manager or supervisor

13. Accuracy of paperwork
14. Adherence to job description

15. Ability to communicate with customers and colleagues

16. Accuracy of picking parts orders

Signed on behalf 





  Date 




of the Company

I have received a copy of this Job Description, read it, understood it and agreed to it.

Signed 







  Date 





Print Name 
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