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JOB DESCRIPTION

	Job Title:
	Van Driver

	Company:
	Gorta – Self Help Africa

	Department:
	Retail

	Location:
	Nationwide

	Reports to:
	Capel St Shop Manager

	Key Responsibilities:
	· As the post will entail daily contact with customers and donors of Gorta Self Help Africa the driver will be expected at all times to provide the appropriate service and treat those with whom they come into contact in a courteous and respectful manner.

· To plan and implement collection and delivery of stock from donors and to customers, and Gorta shops keeping and updating records as required.

· To liaise with the Dublin Shops manager and other staff in the planning and implementation of an effective system of stock transfer between Gorta shops and customers and donors.

· Ensure that all stock is handled and transported in a way that will not damage it.

· Load and Unload stock from the van and transfer to store room or shop floor.

· To be responsible for the maintenance and security of the van, including refuelling, cleanliness and the recording and reporting of maintenance needs.
· To distribute GSHA donation bags to households and later collect the bags and deliver the bags to the shops.
· To keep a full and comprehensive log of all van activities and fuel consumption.

· Keep the van clean, tidy and safe at all times.

· Report all incidents/accidents immediately to the Dublin Shops Manager

· Under instruction from the Capel St shop manager transport items for disposal.

· Complete all paperwork, delivery and collection schedules and stock control sheets correctly and promptly.

· To work in Gorta Self Help Africa shops as needed from time to time.

· To undertake any reasonable duties in the shop as requested by the manager.

· To undertake training as appropriate and participate in the performance appraisal system and other assessments.

	Key Relationships:
	Internal

· Gorta-Self Help Africa shop staff and volunteers
· Capel St Shop Manager
External 
· Supporter, donors and customers of Gorta – Self Help Africa

	Other Requirements
	Essential

· Clean drivers licence which include permission to drive a van
Desirable 

· Punctual and reliable 
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