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Job Description
1. Job Details:
Job title: Assistant General Manager
Division: Blakemore Wholesale
Department: Cash & Carry 
Responsible to:  Departmental Operations Manager/ Supervisor
2. Job Purpose: 
· To assist with the organisation and control of efficient and profitable operations within the depot, in order to provide a high quality service to the customer, whilst working within the constraints of company policy and relevant legal requirements
3. Key Tasks / Responsibilities:
· Assisting with the provision of supervision, guidance, communication and opportunities for staff involvement

· Overseeing direct reports in relation to all aspects of performance and development

· Addressing legal compliance issues, ensuring adherence to company policy, systems with particular reference to food safety, health and safety, security, the environment and employment law (Compliance with health and safety responsibilities as defined at Level 2 of the company Health and Safety Policy arrangements)

· Ensuring high standards of customer service throughout all depot operations

· Assisting with goods receipt, merchandising and fork lift truck operations

· Assisting with the control of delivered operations including liaising with Key Account Managers to grow delivered business

· Assisting with the control and improved efficiencies of stock and ordering, stocktaking and stock checking operations ensuring maintenance of high service levels and other depot KPIs

· Assisting with the purchase, use and maintenance of all equipment, plant and machinery

· Continually working with current customers to grow sales

· Attraction of new customers 

· Working with Trading and Buying departments to maximise sales opportunities

· Working alongside our key suppliers to mutually grow sales

· Staff development through on job coaching and through the Growing You the Blakemore Way performance management system

· Assuming full responsibility for the depot in the General Manager’s absence

4. Financial Responsibilities: 
· Assisting with the preparation of operational business plans and budgets

· Assisting with the control of operational costs and sales in accordance with agreed budgets

· Assisting with the supervision of the cash office people and processes

5. Generic Responsibilities
· Ensure compliance with all aspects of “The Blakemore Way” and appropriate levels of the Competency Framework
· Maintain employee and organisational confidentiality in line with Data Protection Act 
· Demonstrate commitment to Equality and Diversity
· Comply with Health and Safety responsibilities in line with the company Health, Safety & Environmental Policy
· Comply with all other policy and legal requirements in relation to role
6. Other: 

This job description describes the main responsibilities of the post holder but is not intended to cover in detail all the tasks required of the post.  The post holder may be required to carry out other duties as requested by management; however these will not be unreasonable and will be appropriate to the level of post.  

As circumstances change, responsibilities may be amended to reflect new requirements of the post but levels of responsibility and the nature of duties will remain consistent.  The post holder will be fully consulted on any significant changes.

On occasions the post holder may be required to work from an alternative location to usual place of work; however will be given appropriate notice of this change should it be required

Signature of post holder:
Name of post holder:
Date:
Person Specification
1. Job Title: Assistant General Manager
2. Last Revision Date: December 2011

	3. Education / Qualifications / Licences

	Essential
	Desirable
	Measured By

	· Basic education (numeracy and literacy)

· Working knowledge of Microsoft packages


	· Recognised management or sales qualification
	CV / application form / original documentation

	4. Skills / Abilities / Knowledge / Experience

	Essential
	· Desirable
	Measured By

	· Ability to communicate effectively at all levels

· Ability to operate in a team environment

· Customer focus

· Time management

· Ability to motivate and develop staff

· Experience managing costs and resources

· Sales experience
	· Facilitation

· Experience of managing costs and resources

· Direct sector experience

· Managing / interpreting business reports and data

· Strong negotiation skills
	CV / application form / competency based interview

	5. Behaviour / Attitude

	Essential
	Desirable
	Measured By

	· Compliance with the company values and required levels of the competency framework
· Assertive style of communication

· Positive in the face of a challenge

· Vision to be able to move the business forward

· Self motivation

· Ability to work alone as part of a team
	
	Competency based interview


6. Core Competency Framework: 

Intermediate Manager
7. Other: 
This person specification describes the main requirements of the post holder. As circumstances change, they may be amended to reflect new requirements of the post but levels of responsibility and the nature of duties will remain consistent. The post holder will be fully consulted on any significant changes.
Signature of post holder:
Name of post holder:





Date: 
