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Job Title Warehouse Team Member 

Department Mailings and Contract packing 

Reports To Warehouse Manager 

 Type of Role:  Hours: 

 Full Time. 
Includes weekend work. 

37.5 Hours per week Mon-Sunday as 
required to meet the needs of the business 

 

Overview of Role 

 As a Warehouse team member you’ll be outgoing, loyal and reliable, liaising 

primarily with your colleagues and Warehouse Manager. 

 The ability to work at pace in a growing and ever changing environment is critical 

for this role. 

 You will be flexible and willing to accept change in working processes. 

 Innovation is encouraged and you will be given the scope and freedom to develop 

new ideas which help to continuously improve the operation. 

 You will understand the company vision, mission and values and your role in 

delivering them. 

Primary Duties 

 Pick items from pallets and place in appropriate carts/area. 

 Set up correct layout for bulk fulfilment to client brief and specification. 

 Follow client template to ensure adherence to specification and SLA. 

 Complete packing process according to brief, time, standard and quality. 

 Prepare items for collection by the carrier. 

 Complete end of job processes on the relevant system. 

 Follow company health and safety procedures. 

 Assume a positive team role & contribute to the ‘family’ spirit of the business. 

Specific requirements for the role 

 Qualifications to grade C Maths and English, with basic computer skills. 

 Previous experience in a mailings / pick and pack environment would be desirable. 

 Ability to operate machinery including; envelope printer, folding machine, shrink 

wrapper, poly wrap machine. 

 Competent in driving a powered pallet truck, where appropriate. 

 Understanding of basic mail variation requirements. 

 Ability to focus on the detail. 

 A good track record of attendance and timekeeping. 

 Demonstrate skills in following written instructions. 

 Speed in manual dexterity is critical. 
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The above is not an exhaustive list of duties and you will be expected to perform different 
tasks as necessitated by your changing role within the organisation and the overall business 
objectives of the organisation.   
 
 


