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Person Specification

Job title ______Distribution Controller_______________________________
Department ___________Distribution____________________________

Location. ___Blackburn___________________________________________
Reporting to _______________Adrian Codd__________​​​​​​​​

	
	Essential
	Desirable
	How measured during recruitment process


	Education/training/qualifications

(Number type and level, and/or equivalent experience if appropriate)


	The minimum of 5 GCSE to include English and Maths
	Any ongoing additional studies
	Application form, production of certificate

	Experience

(Duration, type and level of experience necessary)


	Experience of working to deadlines, computer literate, high standard of customer care.
	Management experience and also experience of working alone and as a team.

Experience of working in a distribution environment and busy office.
	Interview questioning, application form, references

	Special knowledge/aptitude


	To be able to motivate a team

Experience of interviewing 

Good organisational skills.
	Conflict resolution.

Problem solving.


	Interview questioning, references

	Skills – personal qualities


	The ability to communicate with peers and seniors, acting on own initiative and make decisions.

Good telephone manner.

Positive personality


	Sense of humour
	Interview questioning, references

	Working arrangement and personal availability (eg, unsociable hours, physical constraints, car owner)


	Car owner essential

To be flexible on occasions when working to deadlines. Some fieldwork maybe necessary on occasions, which could include manual handling of papers. 


	Reasonable travelling distance.


	Interview questioning, application form, references

	Interests & motivations


	Self motivated
	Look at outside interests, do they give an indication of hidden skills, additional responsibilities
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