	


Job description

Job title _Distribution Controller_
Department _Distribution


Reporting to __Adrian Codd                                                              Full time 
        

Part-time  

Main Objectives 

To ensure that our papers are delivered correctly and on time, on a weekly basis, to all our designated households. 

Main responsibilities and duties

	Duties
	Standard of Performance

	· To manage a team of Area Organisers who in turn manage and recruit distributors.

· To hold regular meetings with their Area Organisers to exchange paperwork and address any issues.

· To recruit Area Organisers as and when required.

· Handling the weekly pay slips along with the leaflet list and posting out to the relevant Area Organisers.

· Dealing with general complaints from the public and distributor applications and queries made over the telephone.

· Monitoring weekly backchecks on each of their titles, completing relevant documentation for the VFD audit.

· Placing adverts in the relevant titles for recruitment of distributors or Area Organisers when applicable. Also monitoring team figures and liasing with the relevant third party team

· Monitoring all health & safety forms, education forms and risk assessment forms and any other relevant information needed to comply with legislation.

· To monitor that all Area Organisers colour code their papers.

· Annual appraisals for Area Organisers to be carried out.

· To liase with other offices and departments.
	At all times

Weekly

As necessary

Weekly

As necessary

Weekly

As necessary

Daily

As necessary

Yearly

As necessary


Signed 
___________________________________
Date ___________________________________

(Employee)

Signed 
___________________________________
Date ___________________________________

(Manager)

This job description summarises the main aspects of the job, but does not cover all the duties that the jobholder may be required to perform.  Therefore the job description is a minimum standard.  It is not a statement of all that the job does or may entail. It is not intended to restrict the scope of the job but clearly define a starting point.
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