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         		BUTCHERY ASSISTANT

	POSITION NAME
	Butchery Assistant

	RESPONSIBLE TO
	Butchery Department Manager

	LOCATION
	Gilmours Mount Roskill

	PURPOSE
	The primary responsibility of the Butchery Assistant is to weigh, label, store, present, and 
Merchandise Fresh and Frozen Butchery products. This role ensures that customers and the 
picking team have access to a full range of butchery items in the correct quantities and that 
all products are available for sale at the correct price at all times.
You will help maintain a department that is clean, tidy, well‑organised, and attractively 
presented, including stock displays and merchandising areas.

From time to time, you may also be required to assist in other departments or areas as needed 
to support wider store operations.


	QUALIFICATIONS
	ESSENTIAL
· 1-3 years prior Warehouse / Management Experience.
· Leadership & Teamwork
· Strongly customer focused
· Problem solving skills
· Well-developed communication, numeric and literacy skills


	TRAINING REQUIRED
	EWM (WMS), SAP, Counterbalance Forklift, Pallet Jacks, Safety Knives, Racking and stacking, FCP, Safety Leadership. Safe Food Pro



Key Relationships
	INTERNAL
	COMMITTEES & GROUPS

	· Owner Operator 
· Store Manager
· Other Department Managers & 2IC’s
· All team members
· Sales Manager
· Sales Reps
· Drivers
· Customer Service Team
· Outbound Team
· Northland Team
· Buyers
· Stock Controllers

	· Health and Safety Committee
· Department Specific Focus Groups






Accountabilities
KEY TASK AREAS ( including, but not limited to)
· Department Standards – Cleaning, H&S, Food Safety, Merchandising, Displays, Safe Food Pro
· Customer, Sales Rep & Vendor Interaction
· Filling & facing up designated areas appropriately with a minimum level of disruption to customers 
· Completing stock relays as required
· Ensuring all storage areas are kept clean and tidy at all times
· Ensure all storage areas are maximised through completion of daily stock rotation and filling
· Ensure all areas are kept clear of rubbish and blockages at all times allowing for clear customer access
· Stock Optimisation & accuracy

OPERATIONAL 
· Enhance the reputation of the business by promoting and encouraging ‘best practice’ levels of customer service. 
·  Effectively resolve all customer-related enquiries and complaints. 
· Can work in and out of the Freezers & Cold environments
· Minimize customer complaints received. 
· Maintain 100% price integrity in the department and monthly changeovers are done correctly 
· Ensure daily rotation of stock is done to ensure the store is compliant with the Food Safety Plan
· Ensure all machinery and equipment, including refrigeration in the department is maintained on a regular basis, communicating and reporting to the maintenance manager 
· Ensure operational delivery standards are met or exceeded including: · Ensuring the shop is full and appealing throughout the hours of trade.
·  Ensure all appropriate signage is displayed correctly and that advertised product is displayed meaningfully, Merchandising the department appropriately, as per best practice, building attractive / eye catching displays and ensuring the department merchandising standards invite purchases through attention to detail.  
· Ensure EWM is used appropriately to set up locations, min/max, replenishment settings and put away compliance is adhered to so pickers can pick products efficiently, Picker Is King Mentality

FINANCIAL  
· Ensure Department costs are kept within the parameters set out by the Senior Management Team
· Achieve cost goals through monitoring department systems in an effective and timely manner. 
· Manage assigned activities, promotions and initiatives within plan, budget and resource deployment delegations. Meet annual, 
· monthly and weekly targets and review with Department Manager 
COMPLIANCE 
· Ensure merchandising and sales practices comply with the Fair-Trading Act. ·
· Maintain food safety compliance in the department. 
· Maintain Weights & Measures Act with all meat weighed and labelled correctly with correct weight and dates displayed
· Complete the Traceability forms as required. 
· Understand health and safety management responsibilities relative to the position, including: · Ensuring all methods to identify and manage safety hazards are fully adhered to. 
·  Ensuring regular safety inspections are carried out and that all accidents and incidents are reported and investigated by a trained investigator. 
· Ensuring the safety behaviors of all staff, especially new, inexperienced and temporary staff, are properly managed through effective supervision and training 
· Implementing and maintaining health and safety and food safety policies to agreed standards including the use of Safe Food Pro
·  Ensuring appropriate safety equipment is available to all team members.

CULTURAL ·
· Effectively act to resolve issues to satisfaction of customers and business through agreed company values. ·
·  Contribute to the overall effectiveness and efficiency of the store through input to Department meetings and active participation and support of department and store wide initiatives 
· Maintain a standard of discipline which reflects in high standards of behavior and dress as required by the Gilmours Brand Standards and Owner.






WORKING WITH PEOPLE  
· Self-aware, approachable and mindful of their impact on others 
·  Demonstrates an interest in, and understanding of people, behaving in a culturally sensitive manner 
·  Is outgoing and supportive, recognizing and rewarding the contribution of others ·
· Actively builds a team spirit of openness and inclusiveness where staff feel able to offer ideas 
·  Listens, consults and communicates openly and proactively 
·  Adapts style to build and maintain relationships with multiple stakeholders (staff, suppliers, peers? 
PERSUADING AND INFLUENCING · 
· Makes a strong, positive personal impression on others ·
· Gains clear agreement and commitment from others by persuading or negotiating ·
· Inspires and convinces others, giving them the confidence to do their jobs effectively ·
· Facilitates discussions to ensure all ideas are heard and to influence outcomes and actions ·
· Manages conflict openly, fairly and quickly 
· Uses questioning and listening skills to understand issues and create solutions with others 
·  Is resilient; persuading others to keep trying new things even in the face of setbacks 
· Accepts new ideas and initiatives, able to adapt to changing circumstances 
·  Shares knowledge and expertise

RESULTS FOCUS PLANNING AND ORGANISING 
· Clearly communicates the goals and objectives of the business 
· Works in a systematic way; putting systems and processes in place to ensure compliance and consistent levels of service despite changes in staff or suppliers 
· Has effective time management

CUSTOMER FOCUS MEETING CUSTOMER EXPECTATIONS 
·  Brings everything back to the customer, identifying and focusing upon their needs & expectations 
·  Actively sets, monitors and maintains consistently high standards of customer service ·
· Continuously making improvements for customers; seeking input from staff and customers to do so 
· Creates an environment where customers want to shop · Looks at, and responds to feedback from all sources 
·  Always adopts a “service” mentality regardless of their position or experience, genuinely enthusiastic about the difference service makes to the customer and success of the store 

CO-OPERATIVE CULTURE 
· Personally upholds ethics, Foodstuffs and Gilmours Values and accepts nothing less from their team ·
· Consistently demonstrates honesty and integrity (in words, decisions and actions) in all their dealings with customers, staff, suppliers and colleagues) 
· Consistently, openly, and fairly addresses difficult issues (e.g. poor performance, conflict, theft) 
· Follows due process on all issues of compliance 
· Demonstrates a strong work ethic through their commitment to the organization’s success, ownership of problems and self-discipline
· Leads by example in terms of Gilmours values, drive to succeed and positive outlook  
· Challenges appropriately while respecting the position of others.
· Encourages individual and business contribution to the community · Builds a wide and effective network of contacts that they use for support and sharing great ideas

SAP/EWM 
· Is comfortable with systems
· Is methodical and able to follow logically through a process ·
· Has an ability to analyze and problem solve 
· Can persevere with a task 
·  Has a high attention to detail – for stock & store standards
· Understands EWM, what it has to offer, the complexities around locating stocking and the end to end process
· Understands the end-to-end flow and takes ownership of a product through from inwards into the location




SPECIFIC SKILLS / ATTRIBUTES
· Flexibility to work all days of the week as required. 
· Customer & Results Focused.
· Duty Management when required 
· Proven ability to deal with people of all cultures / races.
· Strong Relationship Builder, Team Player and Problem Solver.
· Strong communication (verbal and written), 
· Maintaining Standards and Eye for Detail.
· Physically fit and healthy.



Manager						Employee
Signed : _______________________ Date : ___________ Signed : _______________________ Date : ___________
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