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Job Description
	Job title

	Stores Assistant (Purchasing)

	Department/School


	Faculty of Science

	Job Family


	Technical and Experimental

	Grade


	2

	Reporting to


	Senior Purchasing Technician 

	Responsible for


	NA

	Location


	2 South


	Job purpose



	This post will predominantly provide support and assistance to the Purchasing Team and associated Technical Team. The post holder will contribute to the smooth running of the Faculty Purchasing Facility including the physical receipt of goods, transactional receipt of goods, preparing goods for distribution, deliveries (on campus) and general support.

The person will also assist with general laboratory support tasks, laboratory set-ups, laboratory clear-outs, PAT testing, equipment set-up and supporting staff in research and teaching laboratories. 

Health, safety and wellbeing are key to the success of our team.   Please note that the majority of these activities will be undertaken under the guidance or direction of other technical staff.



	Source and nature of management provided 



	Day to day line management will be provided by our Senior Purchasing Technician.  Additional management and direction will be provided by the Faculty Technical Director, as and when appropriate.



	Staff management responsibility



	None. 




	Special conditions 



	· Glove wearing – marigold type safety gloves or similar lightweight versions worn quite frequently.

· Manual handling:  Moving heavy or awkward items such bulk deliveries and gas cylinders. 

· Flexible working on occasion, i.e. early starts or late finishes.

· Deliveries to organism facilities.
Please note:  All necessary additional training will be provided.




	Main duties and responsibilities 



	1a

	Support and shadow basic duties only of other technical roles to provide continuity of service. Basic administerial tasks and goods receiving on online purchase-to-pay finance system.  

	1b
	Receiving goods of kit/ equipment/ consumables into stores from external couriers and internal mail service. 

	2
	Basic preparations and housekeeping including waste clearance, decontamination and washing up.

	3
	Portable appliance testing (PAT) with training and supervision

	4
	Assist with unpacking / set-up of low risk equipment and removal of old kit.

	5
	Point of contact for service users.

	6
	Laying out and clearing up of kit/ equipment/ consumables.

	7
	Basic organisation of spaces and kit using a tick list (e.g. first aid kit contents)

	8
	Sorting/ Organisation/ Delivery Matching goods to Purchase Orders, checking POs against goods received/ picking internal orders from stores stocks. Labelling goods, set-up and delivery. 

	9
	Liaising with staff and students in delivery of service.

	10
	General knowledge of types of hazards that might be encountered in the workplace.  Training provided with risks/ hazards explained. Minimal H&S responsibility

	
	You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager. You are required to follow all University policies and procedures at all times and take account of University guidance. 

(E.g. Support and shadow up to basic G5 and occasionally basic G6 duties to provide continuity of service: taking on additional administerial duties and using online purchasing systems to assure continuity of service.


Person Specification

	Criteria


	Essential
	Desirable

	Qualifications
	
	

	Relevant qualifications at GCSE level or equivalent or experience working in a relevant field


	
	√

	Experience/Knowledge


	
	

	Work experience in a relevant field 


	
	√


	Demonstrated interest in the subject area 
	
	√

	Demonstrated awareness of hazards in the subject area


	
	√

	Skills
	
	

	Ability to organise workspace to enable effective working
	
	√

	Excellent time management and flexibility
	√
	

	Good verbal, interpersonal and written communication skills
	√
	

	Attributes
	 
	

	Commitment to providing excellent service


	√
	

	Able to understand follow instructions and basic protocols
	√
	

	Able to work independently with supervision
	√
	

	Effective team worker
	√
	

	Commitment to safe working practices
	√
	



