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	Job Title:
	Stores Assistant

	Dept:
	Stores

	Reports to:
	Stores Team Leader

	Location:
	Poole, UK




	Company Summary:
	
Rivencore Global Solutions are dedicated to advancing naval technology through innovative engineering and precision manufacturing.

Our dedicated teams specialise in developing and producing electronic systems and hardware that provide environmental awareness, on-deck aircraft landing aids, corrosion protection and other naval applications within the Defence markets, globally.

We provide durable, field-testing solutions for shipboard systems, ensuring reliability and performance tested in extreme maritime conditions, with a reputation for high quality and well-engineered products and systems to satisfy customer requirements.

We supply products that are in use in over 50 countries, often destined for continuous use where reliable operation is essential.

In a world where cradle-to-grave support and system solutions are becoming the norm, our team of Customer Support Engineers provide the support services necessary throughout the life of the equipment, such as installation, commissioning, training and repair services.

By working closely with global navies and commercial shipbuilders, we deliver cutting-edge solutions that enhance operational efficiency and safety at sea.

	Job Purpose:
	Role Overview:

Processing kits and stock on the ERP system. Ensuring ERP system is up to date with regards to stock control.  Receiving stock and non-stock items and locating the items in store or department. Assisting with any deliveries coming in and out of the stores /Goods Inwards and working with the production team to help with any part issues that arise. Ensuring PI counts are completed and managed within timescales 

	Specific Job Responsibilities:
	The responsibilities of this position include but are not limited to:
· To promote and maintain safe working practices within the Stores, ensuring team members comply with H&S requirements and procedures detailed in area risk assessments and company procedures, reporting any issues to the Stores Team Lead, Head of Supply Chain & H&S Manager.
· To promote and maintain compliance with the business Quality Management System
· To work outside regular office hours where agreed by the Head of Supply Chain when necessary to ensure that deadlines and objectives are met as necessary.
· Undertake other tasks as identified by the business, which are generally in line with the interests and overall development of the Company as a whole. 
· Kitting of works orders adhering to batch control, serial number control and quantity of stock being picked
· Booking in stock using the ERP system from various departments including Goods Inwards and logging items onto the ERP system where appropriate
· Resolve Stores related problems within department and by direct liaison with relevant departments.
· To carry out  regular stock PI Counts in line with company processes
· Processing Sub-assemblies and rejecting material from production
· Assisting in Goods Inwards when required 
· Overseeing collections and deliveries for Couriers and internal collections/deliveries 

	Personal Attributes
	· Must be highly self-motivated and able to work on one’s own initiative and unsupervised.
· Excellent communication skills both verbal and written in a professional manner
· Flexibility and willingness to undertake various responsibilities, including overtime.
· Polite and approachable.
· Motivator of personnel to work as a collective group to achieve success
· Strong interpersonal skills with a confident and professional manner in handling internal relationships and conflicts of interest.
· Be able to effectively manage time, multi-task, problem solve and prioritise workload.
· Flexibility and willingness to undertake various responsibilities.

	Knowledge and Experience
	· Leadership & management skills and experience.
· Be neat, Methodical and accurate
· Awareness of Inventory management methods, PI Counts etc.
· Experience of ERP operating systems.
· Communication skills (written and verbal).
· ISO 9001:2015
· Able to use Microsoft Word, Excel and Outlook computer packages
· Valid driving licence




	Employee Name
	

	Employee Signature
	
	Date
	

	Manager Name
	

	Manager Signature
	
	Date
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