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“‘Focusing on
Customers’

‘Seeing things
Differently’

“Driving for Results’

‘Leading by Example’

‘Understanding Me’

‘Demonstrating
Expertise’

biy,
managing relationships.

You provide support and
knowledge to others in the
team, sharing your technical
knowledge through mentoring,
coaching and teaching.

You take opportunities to
assume more responsibility,
stepping up into your manager’s
role during their absence

You have good relationships
with the rest of the store tearm;
help people to enjoy their work,
feelvalued and appreciated and
include them in discussions,

You adapt your communication
style to suit the audience.

You work hard to create
connections between people
‘which will benefit everyone;
focusing on collaboration and
commitment towards achieving
the Company goals.

Youtake responsibility for
training new members of the
team or other staff, sharing your
knowledge and ensuring that
team members have the
confidence andskills to do their
jobs well

You understand the importance
of Inspiring, Informing and
Equipping our customers and
emphasise this to others

You measure your team’s
performance in terms of
customer satisfaction, initiating
improvements in response to
customer feedback

You treat your work like you're a
“business owner’, being
responsible for your own
actions, decisions and spending;
you operate with integrity and
“do the right thing for the long
term.

You understand Mitre 10 as a
retail and trade business and
have a good understanding of
how our stores operate.

You role model ‘Customer

Centred Service’ behaviours,
putting customers at the centre
of all your decisions and actions.
You actively develop strong
customer relationships, built on
trust, to ensure that shopping at
Mitre 10 s a personal
experience.

You understand the competitors
to Mitre 10and are aware of
local competitor activity. You
understand that our customers’
business with us can't be taken
for granted— it has to be eamed,
every day.

You use your knowledge and
expertise to find new and
innovative approaches, helping
others to think through
alternatives and find a better
way,

Youlisten to those around you,
taking good suggestions and
tuming them into realistic
solutions, focusing on
continuous improvement for the
department.
Youlike working alongside your
manager to test possible
solutions and take calculated
risks to find out just how
effective they are.

You understand that our
customers’ needs are continually
evolving and that Mitre 10 needs
1o keep pace with those
changing demands, by being
faster, more efficient and
making the customer experience
Easy A

You share your knowledge and
experience to improve the
capability and skills of others.
You take pride in supporting new
members of the team, assisting
them with their learning and
helping them to get things done.
You're good at prioritising what
has to be done, working out how
much time it will take and what
resources you'll need; you avoid
conflicts inscheduling and
develop timelines and
milestones to measure against
You communicate objectives
dlearly to the team, ensuring
that the team share a common
understanding of what success
looks like.

You are clear about standards to
be achieved, setting up and
implementing systems /
processes to ensure that
objectives are achieved to
standards and deadlines

Youmake sureyour area of work isa

great place for people to learm new
things.
You enisure that your team are clear

on“what suecess looks ke’ and help

them achieve their objectives.
You ke to help others to do well you
abways make sure other people’s
achievements are recognised,and

that individual and team successes are

celebrated.
You understand how powerfulsaying
“thank your i, and make sure you say.
ths every day to everyone in your

team.

You ahways share positive feedback
with theteam, and never mis an
opporturity to help  team mermber
dentify where they could do better.
You ahways follow through and 6o
what you say you will

You'e not afraid to address.
performance or behaviouralissues.
with theteam, motivating and
encouraging others to achieve the
Company standards.

You give your team honest feedback,
highlighting the positives and ssking
themhow they could improve before
coaching on improvement needs.
You give genuine praise frequently
and publicly; and valid, timely
reprimands quietly and in private.
Youtake the initative for criving your
personal development and learning,
Gemonstrating to those around you
the value of continual growth and

development

You recognise the value youadd
to the business is dependent on
keeping your skill set at the
highest level and up-skillingyour
team

You understand that your
attitude and approach affects
the workplace and impacts the
enjoyment of others.

You understand that people
learn in different ways and you
can adapt your approach to
maximise the benefit from the
time you spend up-skilling
others.

You recognise your limitations
andask for help when required.

Youare recognised as the expert
onall aspects in your operational
area; youactas a ‘consultant to
the business, giving professional
direction when and where
required

Youstrive to develop and gain
generalist and cross functional
expertise across other areas of
the store, building your skillset.
You maintain and apply your
specialist knowledge; you keep
Up to date with current and
future trends and developments
inyour area

Youare committed to
developing others in the teamto
your level of knowledge and
expertise, ensuring that your
knowledge s passed on.
Youactively roster your team in
for regular training on eLearning,
COR or other development
opportunities to keep your
team's skills updated.

You contribute to the
development and improvement
of systems and processes for the
departments, taking into
consideration the impact on
others.





	POSITION DETAILS

	Position Title
	Logistics Co-ordinator 

	Reports to (Position Title)
	Trade Operations Team Leader

	Department / Division 
	Trade Operations

	Nature & Number of Direct Report
	

	Nature & Number of Indirect Reports
	

	Date
	2024


	PURPOSE STATEMENT 


The purpose of this role is to enhance the overall success of the business by optimising the efficiency of logistics operations and supporting the team of drivers.
The primary purpose of this role is to:
· Manage and coordinate all outgoing deliveries.
· Supervises and ensures that vehicles are in proper working order and compliant with legal regulations for road use.
· Working closely with Reps and builders to meet the needs of delivery for our trade partners.
· Responsible for managing outbound dispatch of goods
	KEY ACCOUNTABILITIES OF POSITION

	Accountability Description
	Measure 

	1: Customer Service

	Ensure customers feel they are the number one priority

· Always acknowledge customers with a smile or greeting
· Answer customer enquiries and seek assistance when necessary

· Understand and deliver on the Mitre 10 Price Promise
· Understand and deliver the ‘Easy As’ customer experience throughout the store
· Understand the Customer Centred Service and ‘Voice of the Customer’ culture throughout the store

· Follow the appropriate business brand standards and applicable manuals


	2: People Management

	Organise/Supervise the driving team in a way that maximises their productivity, and quality of work.
· Lead and manage the Dispatch team to maximize productivity and quality of work.
· Facilitate the induction and ongoing training of team members, ensuring they understand their duties and responsibilities.

· Supervise team members, providing regular feedback 

· Identify training needs and implement development plans to promote continuous improvement and career progression.

· Ensure team members adhere to safety standards and maintain high presentation and service standards.

· Create and manage rosters to ensure optimal staffing levels across all days of operation.

· Foster a positive team culture by leading by example and sharing knowledge.



	3: Stock despatch 

	· Ensure stock is despatched on time and that orders are accurate

· Oversee that all stock is accounted for on vehicles.
· Process damaged stock / returns in accordance with Company policy

· Ensure all Company security procedures are adhered to
· Ensure stock is handled in a safe and appropriate manner to prevent unnecessary damage / write-offs

	4: Housekeeping

	Ensure Vehicle and Dispatch requirements are met and area is maintained

· Help ensure the working area is kept clean and tidy

· Ensure any damage to, or deterioration of stock, fitments, fixtures and the building in general is reported and rectified as soon as possible

· Keep access ways clear at all times
· Ensure regular maintenance of Forklifts and vehicles in accordance with manufacturer’s instructions.


	5: Administration Controls

	Have overall responsibility for ensuring all administration processes are completed accurately and efficiently

· Ensure Drivers are compliant in all H&S documents and meet legal requirements around the vehicles being used.
· Maintain the inter-branch stock transfer system – ensure an efficient system where all transfers are processed regularly and in a timely manner.
· Assist accounts payable with stock enquiries and credit requests – liaise between Department and Accounts Payable to determine validity of credit requests.


	6: Self-Management and Other Duties

	Project a favourable Company image through personal appearance, knowledge & attitude

· Wear a clean and well-presented Company uniform

· Ensure your name badge is worn at all times

· Have a positive attitude with a willingness to help
· Actively participate in training provided
· Multi-skill/cross train in different departments to increase your level of knowledge and experience, enabling you to deliver exceptional service to customers whichever department you are assigned to
· Fulfil other duties as required

· Assist in customer service as required


	7: Security

	Maintain full awareness of your surroundings at all times with regard to security issues
· Following the Customer Centred Service training to acknowledge every customer interaction - to act as a deterrent for those who are acting suspiciously 

· Be vigilant at all times to reduce theft



	8: Compliance Management 


	Understand and adhere to all compliance requirements, internal & external, that govern the Company’s activities 

· Comply with the stores Policies and Procedures

· Comply with all Health & Safety guidelines and procedures 

· Maintain knowledge of the necessary legislative governances i.e. Fair Trading Act, Consumers Guarantee Act etc., and act in accordance with them
· Comply with Mitre 10 Policies and Procedure and Operational Brand Standards


	9: Health & Safety 
	Demonstrate safe work processes and behaviours, and ensure these are followed by all team members and contractors in their place of work

· Report to manager any incidents and injury of any team member, contractor or customer

· Report to manager any significant hazard requiring risk management and ensure appropriate steps are taken to this

· Ensure compliance with stores safety procedures and standards 

· Proactivity facilitate Return to Work plans if and when applicable

· Specific activities should include:

· Daily workplace, plant and operational checks

· All incidents are recorded

· Attend at least two health and safety committee meetings per year

· In conjunction with the health and safety representative lead any incident investigation within your department and ensure corrective actions are implemented where you are assigned responsibility

· Review team member performance to ensure that they are involved in all safety activities, including incident and injury reporting and reporting of new hazards

· Make sure all workers are using PPE as required

· Ensure all team members are fit for work

· Provide safety advise to team members and peers

· Participate in reviews of health and safety standards, documents and plans

· Communicate to team members all relevant health and safety information
· Follow up safety concerns brought to your attention and report back outcomes to the person/s concerned



	WORKING RELATIONSHIPS

	Frequent People Contact
	Nature of Contact and Why

	Customers
	· Deliver excellence in customer service acting in the best interests of the company

	Team members
	· Communicate with team members daily and foster a culture in line with Mitre 10 Values, Purpose and Vision

	Suppliers, Company Reps & Couriers
	· Create and maintain a professional, friendly working relationship, sharing information as needed

	Reporting Manager 
	· Manage all issues as arising, maintain open communication channels and report progress


	POSITION HOLDER SPECIFICATIONS

	Qualifications required


	· Must be physically fit and capable 

· No restrictions on lifting or handling

· Exceptional communication and relationship skills
· Ability to lead and supervisor a small team

	Total years of experience required
	· 2 years of pervious Dispatch/Logistics experience 



	Technical skills required 


	· Intermediate computer knowledge

· Numerical skills and ability to perform basic calculations



	Competencies required

(see detail on chart below)


	Working with Others
	Collaboration, openness, communication, teamwork, celebrating success, values based, supporting and encouraging others, building rapport, ensuring understanding

	
	Focusing on Customers
	Customer focus (internal and external), knowing the industry and competition, business acumen, accountability, managing relationships

	
	Seeing things differently
	Adaptive & flexible, dealing with ambiguity and complexity, innovation, creativity, continuous improvement, embracing change

	
	Driving for results
	Planning & organising, influencing, meeting deadlines, accountability, goal/objectives setting, decision making, problem solving, prioritisation, perseverance, success focus, initiative

	
	Leading by example
	Personal development and improvement, interpersonal skills, confidence, trustworthiness, integrity, honest, showing initiative, flexible and adaptable, positive, accountability

	
	Understanding me
	Motivators, resilience, enthusiasm, self-awareness, emotional intelligence (EQ), personal values, curiosity & willingness for learning, open to feedback, self-improvement and development, career ambition / aspirations, composure, patience

	
	Demonstrating Expertise
	Technical skills, knowledge, expertise & competence, financial awareness, software skill, technical learning, value add


ORGANISATIONAL STRUCTURE 


      POSITION 


  DESCRIPTION
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